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PERSONNEL POLICIES 
CHAPTER I· 
PURPOSE AND SCOPE 
1.1  INTRODUCTION 
These personnel policies serve as a general guide to the County's current employment practices 
and procedures.  As such, we hope they will help you understand how the County operates and 
what is expected of  you as an employee.  These policies also describe what the County provides 
you in terms of  compensation and benefits. 
The County places a high value on our employees and their well being.  We want you to be a satisfied 
worker.  We also want to provide the support necessary to achieve the objectives of  your position, and 
to help you assist your department and the County to achieve their objectives.  In  this manner, your 
contribution to the County organization and the citizens ofMason County will be most productive. 
It  is our beliefthat when consistent personnel policies are known and communicated to all, the 
opportunities for greater job satisfaction increase.  We encourage you to read these policies. If  you 
have questions, please contact your supervisor,  Department Head or Elected Official. If  you have 
ideas or suggestions, please do the same. 
1.2  INTENT OF POLICIES 
These policies are intended as guidelines and do not constitute a contract, express or implied, or any 
type of  promise or guarantee of  specific treatment upon which any employee may rely, or as a 
guarantee of  employment  for any specific duration.  Although we hope that your employment 
relationship with us will be long term, we recognize that jobs do not always work out as hoped, and 
either of  us may decide to terminate the employment relationship.  Unless specific rights are granted 
to you in civil service rules, a collective bargaining agreement, an employment contract, or 
elsewhere, all employees of the County are considered at-will employees and, as such, may be 
terminated (rom County employment at any time, with or without cause and with or without 
notice.  Please understand that no supervisor, manager or other representative of  the County other than 
the Board of  County Commissioners, or the Elected Official in the case of  his/her employee, has the 
authority to enter into any agreement with you for employment for any specified period or to make 
written or verbal commitments contrary to the foregoing. 
1 1.3  SCOPE OF POLICIES 
These personnel policies apply to all County employees unless exempted in  a specific section_  In cases 
where these policies conflict with any provision of  the County Code, Civil Service rules and 
regulations, the provisions of  a collective bargaining agreement, or state or federal law, the terms of 
that law, rule or regulation, or collective bargaining agreement prevaiL In all other cases, these policies 
apply.  The non-economic provisions of  these policies shall apply to Elected Official's departments 
unless the Elected Official( s) have adopted policies covering the same subject(  s) and filed those policies 
with the Board of  county Commissioners. 
1.4  CHANGING THESE POLICIES 
The County reserves the right to modey these policies at any time.  The Board of  County 
Commissioners or the Human Resources Director may deviate from these policies to achieve the 
primary mission of  serving the citizens of  Mason County. Employees may request specific changes to 
these policies by submitting suggestions to their Elected Official or Department Head. 
1.5  DEFINffiONS 
Department Head:  An employee who reports directly to the Board of  County 
Commissioners and who is responsible for directing one or more departments. 
Regular Full-Time Employee:  An employee who holds a budgeted position and who 
regularly works a minimum of  forty (  40) hours a week 
Regular Part-Time Employee:  An employee who holds a budgeted position and who 
regularly works less than forty (  40) hours a week 
Extra Help Employee:  An employee who holds a job of  limited duration due to special 
projects, seasonal or abnormal workloads, the absence of  a regular employee or 
emergencies. 
2 CHAPTER2 
GENERAL POLICIES AND PRACTICES 
2.1 EMPLOYEE PERSONNEL RECORDS 
A personnel file for each employee is kept in the Human Resources Department and/or in the 
department in which he/she works. An employee's personnel flle contains the employee's name, 
title and/or position held, department to which the employee is assigned, salary, changes in 
employment status, training received, performance evaluations, insurance emollment forms, 
personnel actions affecting the employee, including discipline, and other pertinent information. 
Medical information about employees is contained in a separate confidential file. 
Employees have the right to review their file. An employee may request removal of  irrelevant or 
erroneous information in his/her personnel file. If  the County denies the employee's request to 
remove the information, employees may file a written rebuttal statement to be placed in their 
file. 
Persom1el files are kept confidential to the ma.xhnum extent permitted by law. Except for routine 
verifications of employment, no information from an employee's personnel file will be 
released to the public, including the press, without a written request for specific information 
and notification to the employee. 
2.2 EMPLOYMENT REFERENCES 
Only the Elected Official or Department Head is authorized to provide employment 
references on current or former County employees. Other employees shall refer requests for 
references to the appropriate Elected Official or Department Head. References will be limited 
to verification of  employment and salary unless the employee has completed a written waiver 
and release. Standardized release forms are available at the Human Resources Department. 
3 3.1  RECRUITING 
CHAPTER3 
RECRUITlNG AND IDRING 
Recruiting practices are conducted solely on the basis of  ability, merit, qualifications and 
competence without regard to race, color, religion, national origin, sex, marital status, pregnancy, 
disability, or age. 
Each applicant shall complete and sign an application form prior to being considered for any 
position.  Resumes may supplement, but not replace the County's official application. 
Any applicant supplying false or misleading information may be disqualified from the hiring 
process, or terminated, if  hired. 
3.2  HIRING 
When a position becomes vacant and prior to any posting or advertisement of  the vacancy, the 
Department Head shall review the position, its job description, and the need for such a position. 
The Department Head will submit a  request to fill the position to the Board of  County 
Commissioners.  The position will be posted and/or advertised only after the Board of  County 
Commissioners has approved the request. 
The County may administer pre-employment examinations to test the qualifications and ability of 
applicants, as determined necessary by the County.  The County may contract with any agency or 
individual to prepare and/or administer examinations.  The County may also conduct certain 
background procedures as required by law.  Examples of  such procedures include:  requiring 
applicants/employees to show proof  they are authorized to work in  the United States and 
requiring applicants/employees who have unsupervised access to children to complete a disclosure 
statement. 
Residency within the County shall not be a condition of  initial appointment or continued 
employment; provided that an employee's selection of  residence shall not interfere with the daily 
performance of  his/her duties and responsibilities. 
Applicants for positions in which the applicant is expected to operate a motor vehicle will be 
required to present a valid Washington State driver's license with any necessary endorsements. 
Driving records of  applicants may be checked.  Applicants with poor driving records, as 
determined by the County, may be disqualified for employment with the County in positions 
requiring driving. 
After an offer of  employment has been made and prior to commencement of  employment, the 
County may require persons selected for employment to successfully pass a test for the presence 
of  alcohol and/or controlled substances.  The offer of  employment may be conditioned on the 
results of  the examination. 
A candidate may be disqualified from consideration if  the test reveals use of alcohol and /or 
controlled substances (other than legally prescribed medications), or if  the candidate refuses to be 
tested. 
6 3.3  EXTRA HELP EMPLOYEES 
Elected Officials and Department Heads may use extra help employees to temporarily replace 
regular employees who are on vacation or other leave, to meet peak work load needs, or to 
temporarily fill a vacancy until a regular employee is hired.  Extra help employees may be hired 
without competitive recruitment or examination, although all hiring processes must comply with 
state and federal laws. 
Compensation/Benefits:  Extra help employees are eligible for overtime pay as required by law. 
Extra help employees normally do not receive retirement, vacation, sick leave, health insurance, 
holidays or any other benefits during their employment. 
Extra help employees pay contributions to the Social Security system and to Labor and Industries, 
as does the County on their behalf  Extra help employees are normally not placed on the state 
PERS retirement system, although there are a few exceptions based on PERS eligibility criteria, 
such as those who work over seventy (70) hours per month for five (5) months out of  twelve on a 
long term basis (see 7.12). 
3.4  EMPLOYMENT OF RELATIVES (NEPOTISM) 
The immediate family, by blood or marriage, of  current County employees, Elected Officials and 
County Commission members will not be employed by the County where: 
(1) 
(2) 
(3) 
(4) 
One of  the parties would have authority, or practical power, to supervise, appoint, 
remove, or discipline the other; 
One party would handle confidential material that creates improper or 
inappropriate access to that material by the other; 
One party would be responsible for auditing the work of  the other; or 
Other circumstances exist that might lead to potential conflict among the parties or 
conflict between the interest of  one or both parties and the best interests of  the 
County. 
Immediate family for the purpose of  this section shall include the employee's spouse, parent, 
child, grandchild, brother, sister, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-
in-law and daughter-in-law. 
Change in Circumstances: If  two employees marry, or  become related, and in the County's 
judgment, the potential problems noted above exist or reasonably could exist, only oile of  the 
employees will be pennitted to stay with the County, unless arrangements, as determined by the 
Board of County Commissioners, can be made to eliminate the potential problem.  The decision as 
to which employee will remain with the County must be made by the two employees within thirty 
(30) calendar days of  the date they marry, or become related.  If  no decision is made during this 
time, either employee may be terminated. 
7 3.5  PROMOTIONS 
The County encourages promotion from within the organization whenever possible.  Ail openings 
will be posted so that employees may become aware of  opportunities and apply for positions in 
which they are interested and qualified. 
Before advertising a position to the general public, the Human Resources Director may choose to 
circulate a promotional opportunity within the County. 
The County reserves the right to seek qualified applicants outside of  the organization at its 
discretion. 
All openings will be posted on the bulletin boards where notices for employees are customarily 
posted.  Employees must meet the qualifications for the vacant position to be considered for 
promotion. 
8 CHAPTER4 
HOURS AND ATTENDANCE 
4.1  WORKING HOURS 
The County's normal work week is Monday through Friday from 8:00a.m. to 5:00p.m. with a 
one-hour unpaid lunch period.  Due to the nature ofthe County's operations, longer hours may be 
necessary in some instances. 
A normal working schedule for regular, full-time employees consists of  forty (40) hours each 
work week.  Different work schedules may be established by the County to meet job requirements 
and provide necessary County services.  Each employee's Elected Official or Department Head 
will advise the employee regarding his/her specific working hours. 
Part-time and extra help employees will work hours as specified by their Elected Official or 
Department Head. 
4.2  HOURS OF WORK AND OVERTIME 
All County positions are designated as either "exempt" or "non-exempt" according to the Fair 
Labor Standards Act ("FLSA
11
)  and Washington Minimum Wage Act regulations.  You will be 
informed of  your status by the County. 
For most County employees, the established work period is forty (  40) hours within a seven (7) 
day work week.  All personnel are responsible for accurately reporting all hours worked and leave 
taken on forms supplied by the County.  Such forms shall be signed by the employee and their 
supervisor.  Employees failing to accurately record time worked and leave taken are subject to 
discipline. 
Non-exempt employees are entitled to additional compensation, either in cash or compensatory 
time o:£t: when they work more than the maximum numbers ofhours during a work period.  All 
overtime must be authorized in advance by the employee's supervisor.  Overtime pay is calculated 
at one and one-halftimes the employee's regular rate of  pay for all time worked beyond the 
established work period.  When computing overtime, time paid for but not worked (e.g., holidays, 
sick leave and vacation time), is not counted as hours worked. 
Exempt employees are not covered by the FLSA or Washington Minimum Wage Act overtime 
provisions and do notreceive either overtime pay or compensatory time in lieu of overtime pay. 
4.3  COMPENSATORY TIME 
Non-exempt employees entitled to overtime pay may request compensatory time off  instead of 
cash payment.  This is approved on a case-by-case basis by the supervisor.  The County is not 
required to grant compensatory time instead of  overtime pay.  If  the compensatory time option is 
exercised, the employee is credited with one and one-halftimes the hours worked as overtime. 
Maximum accruals of  compensatory time shall not exceed forty (  40) hours for regular employees 
unless a higher limit has been authorized in writing by the Board of  County Commissioners.  After 
maximum accrual, overtime compensation shall be paid. 
9 Employees may use compensatory time within a reasonable time period after making a request to 
their  supervisor, unless doing so would unduly disrupt County .operations.  Compensatory time 
should be used for short term absences from work during times mutually agreed to by the 
employee and his/her supervisor. 
4.4  ATTENDANCE 
Punctual and consistent attendance is a condition of  employment.  Each Elected Official and 
Department Head is responsible for maintaining an accurate attendance record of  his/her 
employees. 
Employees unable to work or  unable to report to work on time should notify their supervisor as 
soon as possible, ordinarily before the work day begins or within thirty (30) minutes of  the 
employee's usual starting time.  If  an absence continues beyond one day, the employee is 
responsible for reporting in each day unless excused from daily reporting by his/her supervisor.  If 
the supervisor is unavailable, the employee may leave a message with the Elected 
Official/Department Head or his/her designated representative, stating the reason for being late or 
unable to report for work. 
4.5  UNUSUAL WEATHER CONDITIONS/EXTREME 
CIRCUMSTANCES 
During times of  inclement weather or natural disaster, it is essential that the County continue to 
provide vital public services.  Therefore, it is expected that employees make every reasonable 
effort to report to work without endangering their personal safety. 
An employee who is unable to get to work, arrives late to work, or leaves work early because of 
unusual weather conditions or other extreme circumstances shall charge the time missed to: 
vacation, floating holiday, compensatory time or if  such leave is not available, to leave without 
pay.  The employee shall advise their supervisor by phone or inperson as in any other case oflate 
arrival or absence. 
In some extreme circumstances, including, but not limited to, flooding, fire or total power 
outages, one or more County work locations may not be suitable for employees to safely or 
effectively perform their jobs.  Under such circumstances, if  employees are sent home after 
reporting to work or told to report to work later than their regular starting time, they shall be paid 
for hours missed from work that day.  If  employees are advised before reporting to work, or if 
reasonable efforts were made to advise them before reporting to work, that they should not report 
to work, such absence for time missed from work shall be charged to: vacation, personal holiday, 
compensatory time or if  such leave is not available, to leave without pay.  In  no event shall the 
decision that some employees can not work due to conditions at their work location, entitle other 
employees who worked, compensation beyond their regular pay. 
The decision to send employees home or tell them not to report to work shall be made by the 
Elected Official or Department Head responsible for the work location and is subject to the prior 
10 approval of  the Board or a single Board member if  only one Board member is available.  If  no 
Board member is available the decision of  the Elected Official or Department Head shall be final. 
Such decision shall include consideration of  the expected duration ofthe condition. safety issues 
affecting employees or the public and alternative work locations. 
4.6  BREAKS AND MEAL PERIODS 
Employees may take one (1) fifteen-minute break for every four (  4) hours worked.  All brealcs 
shall be arranged so that they do not interfere with County business or service to the public.  Meal 
periods shall be scheduled by the employee's supervisor.  The scheduling of  meal periods may vary 
depending on department workload.  Meal periods are unpaid and usually one hour in length. 
4.7  CALL BACK 
Employees are subject to call back in emergencies or as needed by the County to provide 
necessary services to the public.  Non-exempt employees called back to duty will be paid their 
appropriate rate of  pay for hours worked (the overtime rate for hours worked over the applicable 
overtime threshold). 
4.8  PAYROLL RECORDS 
The official payroll records are kept by the Auditor.  Each Elected Official and Department Head 
shall submit monthly, a signed payroll worksheet for all employees within their department, noting 
hours worked, leave taken, overtime worked and compensatory time taken for each employee. 
Each Department Head shall submit monthly, a signed statement noting regular hours worked and 
leave taken to the Board of  County Commissioners at the Department Head's first briefing on the 
following month. 
11 CHAPTERS 
COMPENSATION 
5.1  SALARY CLASSIFICATION AND GRADES 
Each regular job title within the County is classified into one ofthe County's job classifications for 
salary purposes.  Each  job classification is designated a particular salary or salary range shown on 
the County's salary range alignment, which is modified periodically by the Board of  County 
Commissioners, or as specified in the applicable union agreement. 
5.2  EMPLOYEEPAYRATES 
Employees shall be paid within the limits of  the salary range to which their positions are assigned. 
Usually, new employees will start their employment at the minimum wage rate for their 
classification.  However, a new employee may, upon the written request of  the Elected Official or 
Department Head and approval of  the Human Resources Director, be employed at a higher rate 
than the minimum. 
When deemed appropriate, and approved by the Board of  County Commissioners, an employee 
may be compensated at a Y-Rate which is a rate of  pay that is either between steps of  the salary 
range or exceeds the top step of  the salary range.  A Y-Rate shall remain in effect until such time 
as a step ofthe salary range for the employee's job classification equals or exceeds theY-Rate or 
the Board ofCounty Commissioners rescinds their authorization for theY-Rate. 
Pay increases are contingent on satisfactory performance.  If  an employee's performance is 
consistently unsatisfactory, the Elected Official or Department Head may defer a scheduled pay 
increase for a stipulated period of  time or until the employee's job performance is satisfactory. 
The Board of  County Commissioners may grant a pay adjustment  from time to time, raising the 
salaries of  all classifications, a defined group of  classifications, or a single classification.  Such 
adjustments, if  any, will not normally change an employee's pay almiversary date. 
An employee who has been assigned to perform all of  the significant duties of  a higher level job 
classification, due to the absence of  the employee who normally holds that position, and who 
performs such duties for five (5) or more consecutive  days, shall be compensated on that step of 
the salaty range of  the higher job class that provides at least a :five (5) percent increase over their 
(the employee working out of  class) current rate of  pay. 
A11y employee promoted to a position in a higher classification and salary range shall receive the 
next highest available pay step in the new range provided that such step placement shall result in 
at least a five (5) percent increase in pay.  Upon the request of  the Elected Official or Department 
Head and approval of  the Human Resources Director, a promoted employee may be placed in a 
step higher than that specified above. 
If  the Human Resources Director does not concur in a request for advanced step placement for a 
newly hired or promoted employee, the Elected Official or Department Head may appeal that 
decision to the Personnel Review Committee.  The Personnel Review Committee is a three (3) 
12 member panel consisting of  a County Commissioner, an Elected Official and a Department Head. 
The Board of  County Commissioners appoints the members of  the Personnel Review Committee. 
5.3  PAYDAYS 
County employees are paid monthly on the last day of  month. If  a regularly scheduled payday 
falls on Saturday or Sunday, pay checks will be distributed on the preceding Friday.  A draw of 
not more than 40% of  an employee's gross monthly wage may be paid on the 15th of  the month. 
If  the 15th falls on a Saturday, draw pay will be distributed on Friday.  If  the 15th falls on a 
Sunday, draw pay will be distributed on Monday. If  the 15th is a Holiday, draw pay is distributed 
on the last regular work day prior to the Holiday. 
5.4  DEDUCTIONS 
Some regular deductions from the employee's earnings are required by law; other deductions are 
specifically authorized by the employee.  The County will withhold from the employee's paycheck 
those deductions required by law and any voluntary deductions authorized by the employee, by 
applicable union contract, or by statute.  All deductions from pay are deducted from. the last check 
of  the month. If  an employee is overpaid or required deductions were not withheld, the amount 
overpaid or not withheld will be deducted from future pay on a reasonable basis unless excused by 
the Board of  County Commissioners. 
5.5  TRAVEL AWAY FROM THE COUNTY 
All overnight travel away from the County must be approved in advance by the Elected Official or 
Department Head. If  private automobiles are used, employees will be reimbursed at the Internal 
Revenue Service (IRS) standard mileage rate for business miles driven. 
5.6  TRAVEL EXPENSE REIM:PURSEMENT 
County employees will be reimbursed for reasonable and customary expenses actually incurred in 
connection with the business of  the County, including food, lodging, travel and other necessary 
expenses while away from the office, but excluding any expenses for alcoholic beverages.  Tips, 
not to exceed 15%, for meals, parking, taxis, or baggage handling are reimbursable. 
Meal costs will be reimbursed atthe meal per diem expense rate in accordance with the rates and 
guidelines of  the W A State Office ofFinancial Management "State Administrative and 
Accounting Manual."  Lodging costs shall be reimbursed for actual costs of  hotel or motel 
accommodations based on single occupancy.  Receipts will be required for lodging costs. 
Requests for reimbursement, including required receipts, shall be submitted on an expense report 
form signed by the employee and the Elected Official or Department Head. 
13 5.7  COMPENSATIONUPONTERMINATION 
When an employee's employment with the County is tenninated, the employee will receive the 
following compensation on the next regularly scheduled payday: 
(1) 
(2) 
(3) 
Regular wages for all hours worked up to the time of  termination which have not 
already been paid. 
Any overtime or holiday pay due. 
A lump sum payment for accrued but unused vacation provided the employee has 
completed six (6) months of  employment, compensatory time and, for eligible 
employees, accrued but unused sick leave. 
5.8  RECRUITING EXPENSES 
Reasonable expenses incurred by candidates for management level or hard to fill technical or 
professional level positions may be reimbursed when such candidates are invited by the appointing 
authority in writing to Shelton for personal interviews.  Expenses will be limited to transportation, 
lodging and meals.  The transportation reimbursement shall be limited to the amount the County 
would pay for round trip coach class airfare.  The written invitation to the interview shall include 
an explanation of  those expenses that will be reimbursed and the method for claiming 
reimbursement.  Such expenses shall be approved by the Board of  County Commissioners in 
advance. 
At the discretion ofthe Board of  County Commissioners and with their approval in advance, 
reasonable moving expenses of  a new employee in a management level or hard to fill technical or 
professional level position may be reimbursed.  Such reimbursement shall not exceed $5,000. 
Moving expenses shall mean the cost of  moving household goods, furniture, clothing and other 
personal effects of  the new employee.  To be eligible for reimbursement of  moving expenses the 
new employee must agree in  writing to refund to the County such moving expenses if  they 
voluntarily terminate their· employment within one year of  their hire date. 
14 CHAPTER6 
BENEFITS 
6.1  RETIREMENT BENEFITS 
The County makes contributions to the Social Security System on behalf of  all eligible employees 
in addition to those contributions made by the employee through FICA payroll deductions. 
All regular uniformed employees in the Sheriff's Department are covered by the Law Enforcement 
Officer's and Firefighters Retirement System (LEOFF).  Benefit levels and contribution rates are 
set by the State of  Washington.  All regular full-time and eligible part-time non-uniformed 
employees are covered under the Public Employees Retirement System (PERS).  Benefit levels 
and contribution rates are set by the State of  Washington.  Membership in PERS is optional for 
Elected Officials and the Board of  County Commissioners. 
Employees intending to retire should notify their Elected Official or Department Head of  their 
intent to retire at least -six (  6) months prior to the date of  retirement. 
The County participates in a Section 457 Deferred Compensation Plan which allows employees to 
make tax deferred contributions up to certain dollar limits defined by the IRS.  Contributions and 
interest earnings from investments are not subject to income tax withholding until time of  receipt. 
6.2  WORKERS COMPENSATION 
Most employees are covered by the State Workers' Compensation Program.  This insurance 
covers employees in case of  on-the-job injuries or job-related illnesses.  For qualifying cases, State 
Industrial Insurance will pay the employee for work days lost and medical costs due to job-related 
injuries or illnesses.  All job-related accidents should be reported immediately to the supervisor 
along with a completed accident/incident report. 
When an employee is absent for one or more days or receives medical attention due to an on-the-
job injury, he/she is required to file a claim for Workers' Compensation.  If  the employee files a 
claim and is unable to work, the County will continue to pay (by use of  the employee's unused 
sick leave) the employee's regular salary pending receipt of  Workers' Compensation benefits 
unless the employee requests that sick leave not be used.. If  the employee has no accrued sick 
leave, he/she may request use of  vacation le,av~  .. ,  _, 
./!)_  !5LC~.i::_ L. L~):!t U  (_..  t~<~:.l.  ~/ 
Coordination ofBenefits-:  When the employee receives Workers' Compensation benefits, he/she is 
required to repay to the County the amount covered by Workers' Compensation and previously 
advanced by the County.  This policy is  to ensure that employee will receive prompt and regular 
payment during periods of  injury or disability caused by a work related injury so long as accrued 
leave is available, while ensuring that no employee receives more than he/she would have received 
had the injury not occurred.  Upon the repayment of  funds advanced, the appropriate amount of 
leave shall be restored to the employee's account. 
The County may require an examination at its expense to determine when the employee can return 
to work and if  he/she will be capable of  performing the essential duties of  the position with or 
without reasonable accommodation. 
15 6.3  HEALTH INSURANCE BENEFITS 
Regular full-time employees and regular part-time employees working at least eighty (80) hours 
per month and their dependents are eligible to participate in the County's various insurance 
programs on  the first day of  the month following employment, except that if  the first day of 
employment is the first of  the month their eligibility shall commence immediately.  The programs 
and criteria for eligibility will be explained upon hire.  The County contributes toward the cost of 
premiums in  the amounts authorized by the Board of  County Commissioners.  The remainder of 
the premiums, if  any, shall be paid by the employee through payroll deduction.  The County 
reserves the right to make changes in the carriers and provisions of  these programs at its 
discretion, with prior notice to affected employees.  Employees electing not to take coverage for 
those insurance programs that the County contributes toward the cost of  premiums may be 
required to sign a waiver of  coverage. 
Extra help employees will normally not be eligible for insurance coverage. 
6.4  CONTINUATION OF INSURANCE COVERAGE 
Workers Compensation Leave:  An employee receiving Workers Compensation benefits who has 
exhausted their sick and vacation leave continues to accrue vacation leave and sick leave for up to 
six ( 6) months.  The County also continues to pay for the employer's portion of  health insurance 
premiums, provided that the employee continues to pay their share of  premiums, if  any.  After six 
(6) months, the employee's benefits shall cease unless the Board of  County Commissioners makes 
an exception based on the criteria stated in Section 1.4 of  these policies.  The employee may 
continue health care benefits by self-paying insurance premiums for the remainder of  the time 
he/she receives Workers Compensation benefits. 
COBRA  Rights:  When certain quali:f}ring events occur, including an employee's termination from 
County employment, beginning an unpaid leave of  absence, or a reduction in hours worked, at the 
employee's option and expense, the employee may be eligible to continue County health insurance 
benefits to the extent provided under the federal COBRA statutes and regulations.  Covered 
dependents may also be eligible, at their option and expense, to continue County health insurance 
coverage.  To the extent allowed by law, an administrative handling fee over and above the cost 
of  the insurance premium may be charged the employee or his/her dependents who elect to 
exercise their COBRA continuation rights.  An explanation of  COBRA rights will be provided to 
new hires, annually to current employees, and when a qualifying event occurs. 
Termination, Retirement, Leave of  Absence:  For eligible employees who terminate, retire or are 
on an approved leave of  absence, the County will pay the premium for the month the employee is 
leaving, provided the employee is on paid status for the ninety (90) hours in the month. 
6.5  UNEMPLOYMENT COMPENSATION 
County employees may qualify for State Unemployment Compensation after termination from 
county employment depending on the reason for termination from employment. 
16 7.1  VACATIONLEAVE 
CHAPTER7 
LEAVES 
Each regular full-time employee shall accrue paid vacation leave as follows: 
Years of  Continuous Service 
1-3  years 
4-7  years 
8-9 years 
10-11 years 
12-14 years 
15-16 years 
17-19 years 
20 or more years 
Vacation Days Earned 
12 days per year 
15 days per year 
18 days per year 
20 days per year 
22 days per year 
23 days per year 
24 days per year 
25 days per year 
All new employees must satisfactorily complete their trial period to be entitled to the accrual and 
use of  vacation leave.  Regular part-time employees will receive vacation on a pro-rata basis. 
Extra help employees are not eligible for any vacation benefits.  Employees do not accrue 
vacation benefits during a leave without pay. 
Regular full-time employees must work, or be in a paid status, at least ninety (90) hours in a 
month to accrue vacation for the month.  Regular part-time employees must work, or be in a paid 
status, at least in the same proportion to ninety (90) hours as their regular hours are to full-time 
employment to accrue vacation for that the month. 
The first day of  the month of  hire shall be the effective date of  subsequent increases in the 
vacation accrual rate for employees hired between the first and the fifteenth of  the month.  The 
first day of  the month following the month of  hire shall be the effective date of  subsequent 
increases in the vacation accrual rate for employees hired between the sixteenth and the last day of 
the month. 
Each department is responsible for scheduling its employees' vacations without undue disruption 
of  department operations.  Leave requests shall normally be submitted at least two weeks prior to 
taking vacation leave. 
The maximum number of  vacation days which may be accrued is fifty (50) days.  Any vacation 
days earned beyond fifty (50) days shall be forfeited.  Employees will be paid for unused vacation 
time upon termination of  employment, except in the case of  termination during the first six months 
17 of  employment.  Employees who resign their position to assume an Elected Office will be paid for 
unused vacation time upon termination of  employment. 
7.2  SICKLEAVE 
All regular full-time employees accrue sick leave benefits at the rate of  one (1) day for each 
calendar month of  continuous employment.  Regular part-time employees may accrue sick leave 
benefits on a pro-rata basis according to hours worked.  The maximum accumulation of  unused 
sick leave is one hundred fifty (150) days, except for LEOFF I employees whose maximum 
accumulation shall not exceed twelve (12) days.  LEOFF I employees whose sick leave accrual 
exceeds twelve (12) days, as of  the adoption of  this policy, shall keep the excess days but shall not 
earn additional sick leave until such time as their accrual is less than twelve (12) days.  Extra help 
employees do not earn sick leave benefits.  Employees do not accrue sick leave benefits during a 
leave without pay. 
Regular full-time employees must work, or be in a paid status, at least ninety (90) hours in a 
month to accrue sick leave for the month.  Regular part-time employees must work, or be in a 
paid status, at least in the same proportion to ninety (90) hours as their regular hours are to full-
time employment to accrue sick leave for that the month. 
Allowable Uses of  Sick Leave;  Sick leave covers those situations in which an employee is unable 
to work due to: 
(1) 
(2) 
(3) 
(4) 
(5) 
(6) 
(7) 
Employee's own health condition (illness, injury, physical or mental disability, 
including disability due to pregnancy or childbirth); 
The need to care for the employee's dependent children under the age of  18 who 
are ill or injured; 
Medical or dental appointrp.ents for the employee or dependent child, provided that 
the employee must make a reasonable effort to schedule such appointments at 
times which have the least interference with the work day; 
The need to care for a spouse, parent, or child of  the employee who is ill or injured 
and requires the presence of  the employee, except that no more than five (5) days 
of  sick leave may be taken for any occurrence unless the condition of  the spouse, 
parent or child would qualify the employee for FMLA leave; 
Exposure to a contagious disease where on-the-job presence of  the employee 
would jeopardize the health of  others; 
Use of  a prescription drug which impairs job performance or safety; 
Additional leave, up to two (2) days, beyond bereavement leave for a death in the 
inunediate family may be authorized by the Board. 
A doctor's certificate may be required when an employee is absent for a period in excess of  three 
(3) days or when a pattern of  sick leave use indicates possible sick leave abuse.  To the extent 
allowed by law, the County may also request the opinion of a second doctor at the County's 
18 expense to determine whether the employee suffers from a chronic physical or mental condition 
which impairs his/her ability to perform the job. 
Employees who use all their accumulated sick: leave and require more ti!lle off  work due to illness 
or injury may, with their Elected Official's or Department Head's prior approval, request a leave 
without pay.  (See Leave Without Pay Policy.) 
Payment for unused sick leave shall be made only in the following circumstances: 
(1)  Upon termination of  employment with fifteen (15) years of  continuous 
service with Mason County; 
(2)  Upon tennination of employment with Mason County, when the 
termination is contemporaneous with retirement from the applicable 
Washington State public employees retirement system; or 
(3)  Upon the death of  an employee, in which case payment shall be made to 
his/her estate. 
Upon tennination of  employment, including termination of  employment prior to assume an 
Elected Office, under circumstances in  which the employee is not eligible for payment of  unused 
sick leave, all unused sick leave shall be forfeited.  The provisions of  this paragraph shall not apply 
to employees who tenninated employment to become an  Elected Official ofMason County prior 
to the adoption ofthls policy. 
7.3  LEAVE WITHOUT PAY 
The Elected Official or Department Head may grant leaves of  absence without pay, or authorize a 
reduced work schedule, for absence from work not covered by any other type of  leave or if  other 
leave balances are exhausted.  Examples of  situations for which leave without pay, or a reduced 
work schedule may be granted include time off  work for personal reasons, such as prolonged 
illness, parenting, caring for an ill relative, or pursuing an education.  Such leave will not normally 
exceed ninety (90) days. 
7.4  JURY AND WITNESS LEAVE 
Jury Duty. The County provides all employees leave for jury service.  Regular full-time and part-
time employees who have completed their trial period receive paid jury duty leave each time they 
are called for jury service.  Payment provided by the courts during periods of  paid jury duty leave 
must be paid over to the County, excluding expense reimbursements, such as mileage.  You must 
provide your supervisor with a copy of  the jury duty summons as soon as possible after receiving 
it.  Upon completion of  jury duty, you are required to provide your supervisor with proof of  jury 
service.  Employees who have been released by the court during their period of  jury duty service 
may be required to report to work. 
19 Witness Duty.  All employees summoned to testify in court are allowed time off  for the period 
they serve as witnesses. If  you are paid by the County for time you are testifYing, payment 
proyid~d by the  courts  during periods ofpaid \\Jitness duty 111ust 1Je P<Lid ()Verto the (;ounty, 
excluding expense reimbursements, such as mileage.  In general, witness duty leave is paid unless 
you are a party in the case. 
7.5  ADMINISTRATIVE LEAVE 
On a case-by-case basis, the County may place an employee on administrative leave with or 
without pay for an indefmite period oftime.  Administrative leave may be used in the best 
interests of  the County (as determined by the Board) during the pendency of  an investigation or 
other administrative proceeding. 
7.6  MILITARY LEAVE 
The County provides all employees leave while performing military service in accordance with 
federal and state law.  Regular full-time and part-time employees receive paid military leave of  up 
to 15 working days per year for military service.  In  general, if  military service extends beyond 15 
working days, the additional leave will be unpaid.  All employees who are not eligible for paid 
military leave are provided unpaid leave for a period of  their military service.  Military service 
includes active military duty and Reserve or National Guard training.  You are required to provide 
your supervisor with copies of  your military orders as soon as possible after they are received. 
Reinstatement upon return from military service will be determined in accordance with applicable 
federal and state law.  · 
7.7  FAMILYLEAVE 
The County complies with the Federal Family and Medical Leave Act of 1993 (the FMLA) and all 
applicable state laws related to family and medical leave.  This means that, in cases where the law 
grants you more leave than County leave policies provide, the County will give you the leave 
required by law. 
Family Leave Eligibility:  The FMLA provides up to 12 weeks of  unpaid; job-protected leave 
every 12 months to eligible male and female employees for certain family and medical reasons.  To 
be eligible you must have worked for the County for at least one year, and for 1,250 hours over 
the previous 12 months. 
Reasons for Taking Leave:  Unpaid F.l\1LA leave is granted for any of  the following reasons: 
•  To care for your child after birth or placement for adoption or foster case. 
10  To care for your spouse, son, daughter or parent who has a serious health condition. 
10  For a serious health condition that makes you unable to perform the essential functions of 
your job. 
Leave to care for a child after birth or placement for adoption or foster care must be concluded 
within 12 months of  the birth or placement. 
20 Under such circumstances as allowed by law, FMLA leave may be taken intermittently --which 
means taking leave in blocks of  time, or by reducing your normal weekly or daily work schedule. 
..  .  .. .  .  ..  .,....  ..  ......  .  .  .  ·-·  ..  ..  . ..  ...  ..  ..  .. .  .  .  . ..  . 
Substitution of  Paid Leave:  At your request or the County's, certain kinds of  paid leave may be 
substituted for unpaid FMLA leave.  Accrued vacation may be substituted for any type ofFMLA 
leave.  Accrued sick leave may be substituted only in the circumstances where County policies or 
state law allow you to use that paid leave. 
If  you have any sick leave available that may be used for the kind ofFMLA leave you are taking, 
it is the County's policy that you must use that paid sick leave as part of  your FMLA leave.  Use 
of  vacation time for FMLA leave, however, is at your option. 
If  you use paid leave for a purpose for which F~A  leave would be available, it is the County's 
policy to designate your paid leave as counting against your FMLA leave allowance.  You are 
required to notify us if  you use paid leave for a reason covered by the FJ\1LA so that we may 
properly account for the leave. 
Advance Notice and Medical Certifications:  The County requires that you provide us with 
advance leave notice, with medical certification, of  the need for a leave related to a health 
condition, and with medical certification of  your fitness to return to duty after medical leave. 
Taking leave, or reinstatement after leave, may be denied if  these requirements are not met. 
You must give us at least 30 days' advance notice ofyour request for leave ifthe reason for the 
leave is foreseeable based on an expected birth, placement for adoption or foster care, or planned 
medical treatment.  If30 day's notice is not practicable, you must give us notice as soon as 
practicable, usually within one or two business days of  when the need for leave becomes known 
to you.  If  you do not give us 3  0 days' advance notice , and if  the need for the leave and the 
approximate date of  the leave were clearly foreseeable by you, we may deny your request for 
leave until at least 30 days after the date you give us notice. 
We require that you provide a medical certification to support a request for leave because of  a 
serious health condition (your own or your child's, spouse's or parent's) whenever the leave is 
expected to extend beyond five consecutive working days or will involve intermittent or part-time 
leave.  We may require second or third opinions, at our option, at our expense. 
We may require that you provide a medical certification of  your fitness for duty to return to work 
after a medical leave. 
Periodic Reporting:  If  you take leave for more than two weeks, we may require that you report 
to us at least every two weeks on your status and intent to return to work. 
Health Insurance:  If  you are covered by our group health plan (medical, dental or vision), we will 
continue to provide paid health insurance during F~A  leave on the same basis as during regular 
employment.  But if  you don't return to work after the leave, you will be required to pay us back 
for our portion of  the insurance premiums unless your failure to return was beyond your control. 
Other Insurance:  If  you are covered by other insurance plans through us, such as life insurance, 
those coverages will continue during paid leave on the same basis as during regular employment. 
If  you take unpaid FMLA leave, you will be responsible during the leave for the premiums you 
normally pay plus the premiums we normally pay for you,  If  you don't pay these premiums, we 
21 may choose to pay them for you, to keep your coverage from lapsing, but you will be responsible 
for repaying us whether or not you return to work. 
Couples Employed by  Us:  I:fboth you imci your spouse wo1kf'or us andyourequesfleavefodhe 
birth, adoption or foster care placement of  a child, to care for a new child, or to care for a sick 
parent, the total annual FJMLA leave available to you as a couple for those purposes is  12 weeks. 
Determining Leave Availability:  FMLA leave is available for up to 12 weeks during a 12-month 
period.  For purposes of  calculating leave availability, the "12-month" period is a rolling 12-month 
period measured backwards from the date you use any FMLA leave. 
Leave Related to Pregnancy.  Ifyou take leave for the disability phase of  pregnancy or childbirth 
while you are physically unable to work, this time is counted against your annual 12-week FMLA 
leave allowance.  For example, if  you take six weeks ofFMLA leave for childbirth and recovery 
from childbirth, you are entitled to only six weeks of  FJMLA leave after that to care for your new 
child. 
You are entitled to unpaid leave for the full period of  your physical disability resulting from 
pregnancy and childbirth, even if  you are disabled for more than 12 weeks, and even if  you don't 
qualifY for leave under the federal law. 
7.8  BEREAVEMENT LEAVE 
We provide regular, full-time and part-time employees with paid bereavement leave for up to 
three (3) days in the event of  the death of  an immediate family member.  Two additional days 
chargeable to accrued sick leave will be granted at the request of  the employee.  Immediate family 
for purposes of  bereavement leave includes only the employee's spouse, parent, grandparent, 
child, grandchild, sister, brother, grandmother-in-law, grandfather-in-law, mother-in-law, father-
in-law, sister-in-law, brother-in-law, son-in-law, daughter-in-law, aunt, uncle, nephew or niece. 
7.9  SHARED LEAVE PROGRAM 
The Board may authorize employees to donate their accrued vacation or sick leave to another 
County employee who is suffering from, or whose parent, spouse or child is suffering from an 
extraordinary or severe illness, injury, or physical or mental condition which has caused or is likely 
to cause the employee to take leave without pay or to terminate his/her employment.  The 
following conditions apply: 
(1)  To be eligible to donate vacation leave, the employee who donates leave must have 
more than ten (10) days of  accrued leave.  In no event shall a leave transfer result 
in the donor employee reducing his/her vacation leave balance to less than ten (I 0) 
days.  To be eligible to donate sick leave, the employee who donates leave must 
have more than thirty (30) days of  leave.  In no event shall a leave transfer result in 
the donor employee reducing his/her sick leave balance to less than thirty (30) 
days.  Transfer ofleave will be in increments of  one day ofleave.  All donations of 
leave are strictly voluntary.  · 
22 (2)  The employee receiving donated leave shall have exhausted all his/her accumulated 
leave time.  Donated vacation leave shall be converted to sick leave for the 
recipient. 
(3)  While an employee is using shared leave, he or she will continue to receive the 
same treatment, in respect to salary and benefits, as the employee would otherwise 
receive if  using vacation or sick leave. 
(4)  The transfer of  leave and the amount of  leave shall be authorized by the Board in 
advance. 
(5)  No employee shall receive more than 260 days of  donated leave during their 
employment with the County. 
7.10  HOLIDAYS 
The following are recognized as paid holidays for all regular full-time and part-time. employees: 
Holiday 
New Year's Day 
Martin Luther King's Birthday 
Lincoln's Birthday 
President's Day 
Memorial Day 
Independence Day 
Labor Day 
Veteran's Day 
Thanksgiving Day 
Day after Thanksgiving 
Christmas Day 
Floating Holiday 
Day Observed 
January 1 
3rdMonday in January 
February 12 
3rd Monday in February 
Last Monday in May 
July4 
1st Monday in September 
November 11 
4th Thursday in November 
Day after Thanksgiving 
December25 
As scheduled with supervisor 
Any holiday falling on Saturday will be celebrated on the preceding Friday.  Any holiday falling on 
Sunday will be celebrated on the following Monday. 
Lincoln's Birthday shall not be recognized as a paid holiday in Superior Court, District Court, the 
Prosecuting Attorney's Office, the Clerk's Office, the Sheriff's Department or the Probation 
Services Department.  Employees in those departments shall receive one (1) additional floating 
holiday in lieu ofLincoln's Birthday. 
Floating holiday(s) must be used by the end of  the calendar year or  they will be forfeited. 
Non-exempt regular full-time or part-time employees will be given equivalent time off  for any 
time worked on a holiday.  Such work on a holiday must be pre-authorized by the supervisor. 
Extra help employees will be paid at their regular straight-time rate for hours worked on a 
holiday. 
23 7.11  RELIGIOUS HOLIDAYS 
If  an employee's religious beliefs require observance of  a holiday not included in the basic holiday 
schedule, the employee may, with his/her Elected Official's or Department Head's approval, take 
the day off  using vacation, compensatory time, floating holiday or leave without pay. 
7.12  BENEFITS FOR PART-TIME AND EXTRA HELP EMPLOYEES 
Unless noted otherwise in these policies, benefits for regular part-time and Extra help employees 
are as follows: 
Regular Part-Time Employees:  All leaves, including holidays, are pro-rated_  Pro-rated 
means the ratio between the number of  hours in the employee's normal work schedule and 
[forty (  40) hours] per week.  Regular part-time employees working three-quarter time or 
more shall receive the same insurance premium contribution as regular :full-time 
employees.  Regular part-time employees working between ninety hours per month and 
three-quarter time shall receive one-half the insurance premium contribution of  regular 
full-time employees.  Regular part-time employees, whose hours may drop below the 
eligibility thresholds referenced above for one or more months during the calendar year 
due to work requirements, will be eligible for insurance premium contributions for all 
months if  their average hours for the calendar year meet the eligibility criteria_ 
Extra help Employees:  Extra help employees normally are not eligible to receive benefits, 
including leaves, holidays and insurance. 
24 CHAPTERS 
EMPLOYEE RESPONSIBILITIES 
AND CONDUCT 
8.1  GENERAL CODE OF CONDUCT 
\ All County employees are expected to represent the County to the public in a professional manner 
which is courteous, efficient and helpful.  Employees must maintain a clean and neat appearance 
appropriate to their work assignment, as determined by their position and Elected Official or 
Department Head. 
Since the proper working relationship between employees and the County depends on each 
employee's on-going job performance, professional conduct and behavior, the County has 
established certain minimum standards of  personal conduct.  Among the County's expectations 
are:  Basic tact and courtesy towards the public and fellow employees; adherence to County 
policies, procedures, safety rules and safe work practices; compliance with directions from 
supervisors; preserving and protecting the County's equipment, grounds, facilities and resources; 
and providing orderly and cost efficient services to its citizens. 
The County is a relatively small organization.  To function as efficiently as possible, we may ask 
you to perfonn seemingly "menial" duties outside your regular assignments.  It is no reflection on 
your worth to the County, but a necessary arrangement for most small organizations. 
To make the most efficient use of  personnel, the County also reserves the right to change your 
work conditions and the duties originally assigned.  If  these arrangements become necessary, we 
expect your best cooperation. 
8.2  OUTSIDE EMPLOYMENT AND CONFLICTS OF INTEREST 
Employees shall not, directly or indirectly, engage in any outside employment or financial interest 
which may conflict, in the County's opinion, with the best interests of  the County or interfere with 
the employee's ability to perform his/her assigned County job.  Examples include, but are not 
limited to, outside employment which: 
(1) 
(2) 
(3) 
(4) 
(5) 
prevents the employee from being available for work beyond normal working 
hours, such as emergencies or peak work periods, when such availability is a 
regular part of  the employee's job; 
is conducted during the employee's work hours; 
utilizes County telephones, computers, supplies, or any other resources, facilities 
or equipment; 
is employment with a firm which has contracts with or does business with the 
County; or 
may reasonably be perceived by members of  the public as a conflict of  interest or 
otherwise discredits public service. 
25 Employees considering or engaged in an additional job, contractual commitment or self-
employment, who are concerned about a conflict of  interest should discuss the matter with their 
... Elected Official or Department Head..  .  . .  . . .  .  .  .  .  .  .  . 
8.3  REPORTING IMPROPER GOVERNMENTAL ACTION 
General Policy: 
In compliance with the Local Government Employee Whistleblower Protection Act, RCW 
42.41.050, this policy is created to encourage employees to disclose in good faith, improper 
governmental action taken by County officials or employees without fear of  retaliation.  This 
policy also safeguards legitimate employer interests by encouraging complaints to be made first to 
the County, with a process provided for speedy dispute resolution. 
Key Definitions: 
Improper Governmental Action:  any action by a County Officer or employee that is: 
(1) 
(2) 
(3) 
undertaken in the performance of  the official
1s or employee
1s official duties, 
whether or not the action is within the scope ofthe employee
1s employment, and 
in violation of  any federal, state or local law or rule, is an abuse of  authority, is of 
substantial and specific danger to the public health or safety, or is a gross waste of 
public funds. 
11improper governmental action
11  does not include personnel actions including but 
not limited to employee grievances, complaints, appointments, promotions, 
transfers, assignments, reassignments, reinstatements, restorations, reemployment, 
performance evaluations, reductions in pay, dismissals, suspensions, reprimands 
demotions, violations of  the local government collective bargaining and civil 
service laws, alleged labor agreement violations or any action that may be taken 
under Chapter 41.14 or 41.56 RCW. 
Retaliatory Action:  means any (a) adverse change in a local governments employee's employment 
status, or the terms and conditions of  employment including denial of  adequate staffto perform 
duties, frequent staff changes, frequent and undesirable office changes, refusal to assign 
meaningful work, unwarranted and unsubstantiated letters of  reprimand or unsatisfactory 
performance evaluations, demotion, transfer , reassignment, reduction in pay, denial of  promotion, 
suspension, dismissal or any other disciplinary actions; or (b) hostile actions by other employees 
toward a local government employee that were encouraged by a supervisor or senior manager or 
official. 
Emergency:  a circumstance that if  not immediately changed may cause damage to persons or 
property. 
Procedure for Reporting Improper Government Action:  County employees who become aware 
of  improper governmental action should follow this procedure: 
26 (1) 
(2) 
(3) 
Bring the matter to the attention of  the Board of  County Commissioners or the 
Prosecuting Attorney, preferably in writing, stating in detail the basis for the 
employee's belief  that an improper action has occurred.  This should be done as 
soon as the employee becomes·aware ofthe improper action;· 
The Board of  County Commissioners or the Prosecuting Attorney, or their 
designee, shall respond to the report of  improper government action, within thirty 
(30) days ofthe employee's report.  The employee shall be advised of  the County's 
response. 
The identity of  a reporting employee shall be kept confidential to the extent 
possible under the law, unless the employee authorizes the disclosure of  his or her 
identity in writing. 
An employee who fails to make a good faith effort to follow this policy shall not be entitled to the 
protection of  this policy against retaliation, pursuant to RCW 42.41.030.  · 
In  the case of  an emergency, where the employee believes that damage to persons or property 
may result if  action is not taken immediately, the employee may bypass the above procedure and 
report the improper action directly to the appropriate government agency responsible for 
investigating the improper action. 
Employees may report information about improper governmental action directly to an outside 
agency if  the employee reasonably believes that an adequate investigation was not undertaken by 
the County to determine whether an improper government action occurred, or tha:t insufficient 
action was taken by the County to address the improper action or that for other reasons the 
improper action is likely to recur. 
Protection Against Retaliation:  It  is unlawful for a local government to take retaliatory action 
because an employee, in good faith, provided information that improper government action 
occurred.  Employees who believe they have been retaliated against for reporting an improper 
government action should follow this procedure: 
Procedure for Seeking Relief  Against Retaliation: 
(1) 
(2) 
(3) 
Employees must provide a written complaint to the Board of  County 
Commissioners within thirty (30) days of  the occurrence of  the alleged retaliatory 
action. The written charge shall specifY the alleged retaliatory action and the relief 
requested. 
The Board of  County Commissioners or their designee, shall respond in writing 
within thirty (30) days of  receipt ofthe written charge. 
After receiving the County's response, the employee may request a hearing before 
a state administrative law judge (ALJ) to establish that a retaliatory action 
occurred and to obtain appropriate relief under the law.  The request for hearing 
must be delivered within the earlier of  either fifteen (15) days of  receipt of  the 
County's response to the charge of  retaliatory action or forty-five (  45) days of 
receipt of  the charge of  retaliation to the Board of  County Commissioners for 
response. 
27 Within five (5) working days of  receipt of  a request for hearing the County shall 
apply to the State Office of  Administrative Hearing's for an adjudicative 
procee9ing before an administrative law judge. At  the  hearing, the employee must 
h~~~ih:~{f:IIi~~~~fu~~~~~~~~erh.~~erili~ef~:fi~:f:s)ccia~~thatter  .. ····· 
the date of  the request for hearing, unless an extension is granted. 
Policy Implementation: The Board of  County Commissioners is responsible for implementing 
these policies and procedures. This includes posting the policy: on County bulletin boards, makiiig 
the policy available to any employee upon request, and providing the policy to all newly hired 
employees. Officers, man~ers  and supervisors are responsible for ensuring the procedures are 
fully implemented within tlleir areas of  responsibility. 
8.4 POLITICAL ACTIVITIES 
County employees may participate in political or partisan activities of  their choosing provided that 
County resources and property are not utilized, and the activity does not adversely affect the 
responsibilities of  the employees in their positions. Employees may not campaign on County time 
or m a County uniform or  while representing the County in any way. 
Any County employee who meets with or may be observed by the public or otherwise r~resents 
the County to tlie public, while performing bis/her r~  duties, may not  wear or display any 
button, badge or sticker relevant to any candidate or ballot issue during working hours. 
Employees Shall not solicit, on County property or County time, for a contribution for a partisan 
political cause. 
8.5 NO SMOKING POLICY 
For  health and safety considerations, the County prohibits smoking by employees in all County 
facilities, including County-owned buildings and offices or other facilities rented or leased by the 
County, including individual employee offices unless a location has been designated as a smoking 
area. Smoking is also prohibited in County vehicles. 
8.6 PERSONAL POSSESSIONS AND ELECTRONIC 
COMMUNICATIONS 
The County furnishes desks, closets, and/  or lockers for security of  employee coats, purses, and 
other personal possessions. Desks, closets, lockers, cabinets and furniture are county property for 
the purpose otcounty operations. 
The Counry also furnishes computers, voice truUl, facsimile (fax) communications, electronic mail 
(E-Mail), data and £le transfers using electronic means and Internet access for use in conducting 
County business only. 
28 Because these systems are for County business, none of  the com.n:lunications or information 
transmitted or stored on these ~stems  is private and may be reviewed by the County and 
otherwise may be subject to public disclosure. County electronic communications systems are 
........  not for personal use. (See Resolution No. 36~97 attached as AppenclixAfor further information 
on electronic communications.) 
8.7 USE OF COUNTY EQUIPMENT 
Use of  County phones for local personal phone calls should be kept to a minimum; long distance 
personal use must be ap2roved m advance by the Elected Official or  Department Head._ Other 
County eq~ment,  inclUCling vehicles, should be used by employees for County bus:iness only. An 
employees' misuse of  County services, telephones, vehicles, equipment or supplies can resUlt :in 
disciplinary action :includ:ing term:ination. 
8.8 BULLETIN BOARDS 
Information of  special :interest to all employees is posted r~y  on the County bulletin boards. 
Employees may not  post any inf01mation on tl:iese bullettn boards without the authorization of 
their Elected Official or Department Head. Legally required notices shall not be covered or 
obscured by other materials on any bulletin board 
8.9 CONTACT WITH THE NEWS MEDIA 
The Board of  County Commissioners, Elected Officials or Department Heads authorized by the 
Board shall be  re~onsible  for all official contacts with the news media, :including answering of 
questions from tl:ie media. They may designate specific employees to give out procedural, factual 
or historical :information on particular subJects. 
8.10 SOLICITATIONS 
Most forms of  selling and solicitations are inappropriate in the workplace. They can be an 
intrusion on employees and citizens and may present a risk to employee safety or to the security 
of  County or employee property. The folloWllg limitations apply: 
(1)  Persons not employed by us may not solicit, survey, petition, or distribute 
literature on our premises at any time. This includes persons soliciting for 
charities, salespersons, questionnaire smveyors, or any other solicitor or 
distributor. Exceptions to this rule may be made in special circumstances where 
the County detetmines that an exception would serve the best :interests of  the 
organization and our  _en:ployees. Ari example of  an exception might be the United 
Way campaign or a similar, community-based fund rais:ing effort. 
Employees may not solicit for any purpose during work time. Reasonable forms of 
solicitation are permitted during non-work time, such as before or after work or 
dur:ing meal ot  break periods. Soliciting employees who are on non-wotk time 
may not solicit other employees who are on work time. Employees may not 
distribute literature for any purpose dur:ing work time or  :in work areas. The 
employee lunchrooms are considered a nonwork area under this policy. 
29 8.11 SAFETY 
Every employee is responsible for maintaining a safe work environment and following the 
County's safety ruJ.es. Each employee shall prompdy report all unsafe or potentially hazaraous 
conditions to his/her Elected OffiCial or  Depru:t:rnent Head The County  -will make evety effort to 
...  remedyproble!lls as qui<:k1Y as. possible.  · 
In  case of  an accident involving a personal injmy, regardless of  how serious, employees shall 
immediately notify their supervisor and complete an accident/incident report 
Employee safety depends on the safety consciousness of  everyone. In  order to facilitate a safe 
work environment, employees may not bring dangerous weapons to the workplace. This 
includes, but  is not limited to, wealJons for wiiich employees have a valid permit The only 
exception to this ruJe involves law eniorcement positions for which the job requires possession of 
dangerous weapons. 
Employees should consult the County's Safety Policy and Accident Prevention Program for 
additional details concerning safety. 
8.12 SUBSTANCE ABUSE 
The County's philosophy on substance abuse has two focuses: (1) a concern for the well-being of 
the employee and (2) a concern for the safety of  other employees and members of  the public. 
Availability of  Rehabilitation or  Treatment: As part of  our employee assistance program, we 
encourage employees who are concerned about their alcohol or diug use to seek counseling, 
treatment and reliabilitation. Althoug]J. the decision to seek diagnosis and accept treatment 1S 
completely voluntary, the County is fully committed to helping employees who voluntarily come 
forward overcome substance abuse problems. In most cases, the expense of  treatment may be 
fully or partially covered by the County's benefit program. Please contact the EAP or Human 
Resources for more infonnation. Employees who seeK advice or treatment will not be subject to 
retaliation or discrimination. 
Substance Abuse Policyr for Operators of  Commercial Motor Vehicles: County employees who 
hold commercial drivers licenses ('CDLs'~  and who operate commercial motor  vehicles while 
employed by the Coung are subject to additional rules and regulations imposed by the federal 
government These regulations require urine drug testing and alcohol breath testing in 1he 
following circumstances: 
(1)  pre-employment; 
(2)  reasonable suspicion; 
(3)  post-accident; 
( 4)  return to duty testing; 
(5)  random testing. 
CDL  holders who test positive must be removed from service and are subject to discipline, up to 
and including tcimination. CDL  holders should consult the County's CDL policy for additional 
details conceming these rules. 
30 Drug-Free Workplace: The manufacturing, distribution, dispensation, possession and use of 
unlawful drtw; or alcohol on County prerruses or during woi:k hours by County employees is 
strictly prohibited. Employees also must notify the County within five (5) days of  any conviction 
for a ~violation  in tile workplace. Employees should consult the Drug-Free Work Place Policy 
for additional details on this subject 
8.13 USING POSITION FOR PERSONAL GAIN 
No County employee will use his or her position with Mason County for personal gain from 
any source.  Personal gain is receiving any money, item or benefit for personal use that is not 
available to the general public.  Exception: Nominal value items ($10 or less) with company 
logos, given for advertising purposes such as samples, pens, calendars, coffee cups andoall 
caps are acceptable, requesting, or knowingly accepting, discounts on purchases, tickets, meals, 
trave~ clothirig, etc. For personal use is not acceptable. 
31 9.1  LAYOFF 
CHAPTER9 
LAYOFF AND RESIGNATION 
The County may lay off employees for lack of  work, budgetary restrictions, reorganization or 
other changes that have taken place. 
In determining who is to be laid o:ff;  consideration will usually be given to individual performance 
and the qualifications required for remaining jobs.  Seniority will be considered when performance 
and qualifications are equal, as determined by the County.  Employees who are laid off may be 
eligible to be re-employed for up to one (1) year after layoff, if  a vacancy occurs in a position for 
which they are qualified. 
9.2  RESIGNATION 
An employee should provide two (2) weeks written notice of  resignation.  This time limit may be 
waived by the employee's Elected Official or Department Head. (if  retiring see 6.1) 
32 CHAPTER10 
COMPLAINT PROCEDURES 
10.1  COMPLAINT PROCEDURES 
The County recognizes that sometimes situations arise in which employees feel that they have not 
been treated in accordance with County policies.  For this reason the County provides its 
employees with procedures for resolving complaints. 
Step 1:  Employees should first try to resolve any problem or complaint with their supervisor. 
Step 2:  When normal communication between an employee and the supervisor is not successful, 
or when an employee disagrees with the application of  County policies and procedures, the 
employee should attempt to resolve the problem with his/her Elected Official or Department 
Head.  The Elected Official or Department Head will usually respond to the employee in writing 
within five (5) days after meeting with him/her, if  possible. 
Step 3: If  the employee is not satisfied with the response in Step 2 above, the employee may 
submit the problem, in writing, to the Board of  County Commissioners or their designee.  The 
written complaint must contain, at a minimum: 
(1) 
(2) 
(3) 
(4) 
A description of  the problem; 
A specific policy or procedure which the employee believes has been violated or 
misapplied; 
The date of  the circumstances leading to the complaint or the date when the 
employee first became aware of  those circumstances; 
The remedy sought by the employee to resolve the complaint. 
The written complaint must be filed within ten (10) working days of  receiving a response from 
Step 2 above. 
The Board of  County Commissioners or their designee may meet with the parties, either 
individually or together, and will usually respond in writing to the aggrieved employee within ten 
(1 0) days of  the meeting.  The response and decision shall be final and binding. 
Certain employees may have more than one source of  dispute resolution rights, i.e., the County's 
Civil Service rules, a collective bargaining agreement, if  any, and this complaint process. 
Employees represented by a bargaining unit or who are covered under civil service rules should 
follow grievance procedures set out in their respective labor contracts or civil service rules, where 
applicable.  In all other cases, the procedures described in this section shall be used.  Under no 
circumstances shall an employee have the right to utilize both this process and any other 
complaint or appeal procedure that may be available to an employee. 
33 RESOLUTION NO. _...:..7.:::._5---'0:...:6:::.-
A RESOLUTION AUTHORIZING CHAPTER 11, EDUCATIONAL 
ASSISTANCE, TO THE MASON COUNTY PERSONNEL POLICIES 
WHEREAS, Mason County has reviewed CHAPTER 11, EDUCATIONAL 
ASSISTANCE, for addition to the Mason County Personnel Policies; 
NOW, THEREFORE, The Board ·of County Commissioners hereby resolves to 
add CHAPTER 11, EDUCATIONAL ASSISTANCE, to the Mason County Personnel 
Policies. 
ADOPTED tlus  25th  day of  July 2006. 
ATTEST: 
(·-~~X)~ 
Rebeeai.ROgers  ~ 
Clerk of the Board 
APPROVED AS TO FORM: 
Tim Sheldon, Commissioner 
Chief Civil Prosecuting Attorney 
Revised June 20, 2006 11-l!NTRODUCTION 
CHAPTER 11 
EDUCATIONAL ASSISTANCE 
If budgetary considerations permit, Mason County may reimburse full-time regular employees for 
education costs for courses approved by the respective Elected Official or Department Director. 
Approval for reimbursement will be dependent upon the course and its relevance to the 
employee's current position. Approval must be obtained prior to commencement of each course 
per semester. Attendance at all course offerings will be outside the employee's regular duty 
schedule. 
11.2 OBJtCT!VE 
The objective of this policy is to assist employees in furthering their education in an effort to 
enhance current skills for the benefit of the County and the general public. 
11.3 PROCEDURES: 
1.  Educational assistance will be auth<;Jrized only when the budget of  the Office or Department 
contains sufficient funds to support this policy AND the course of study will be of benefit to 
the Office or Department. Access to educational assistance will be solely determined by the 
Elected Official or Department Head, as appropriate. 
2  If  approved, reimbursement for coursework relevant to the employee's current position is 
subject to the limitations in paragraphs 8 and 9, below. Approval of a course of study by the 
Elected Official or the Department Director is required prior to approval of the courses 
required in that course of study. Accordingly, the Elected Official or Department Director will 
review employee applications for educational assistance on a course-by-course basis. 
3.  All relevant bachelor's degrees and associate's degrees, assuming that the employee does 
not already have a bachelor's ·or associate's degree, may, upon approval of the Elected 
Official or Department Head, be reimbursed subject to the limitations in paragraphs 8 and 9, 
below. This would apply regardless of the position the employee holds. 
4.  Certificates or continuing education units (CEU) required for continued certification may be 
reimbursed at 100 percent. 
5.  A ·second degree directly relevant to the employee's current position as determined by the 
Elected Official or Department Director to be in the best interests of the County may be 
reimbursed subject to the limitations in paragraphs 8 and 9,  b~low, only if: 1) the first degree 
is not directly applicable to the employee's position; or, 2) it is an advanced degree in a field 
of study relevant to the employee's current position. 
6.  There is no limit to the number of credit hours eligible for reimbursement per 
semester/quarter. Employees are encouraged to be prudent in the selection of the number of 
courses attempted each semester.·Employees must be In paid status when reimbursement is 
sought. For the purpose of this policy, paid status is defined as working the employee's 
regular schedule or on approved vacation leave. 
7.  Employees must satisfactorily complete the course work to be considered for reimbursement. 
Satisfactory completion is defined as award of a grade of "C" or higher, or the equivalent, in 
the coursework for which reimbursement is sought. 
New 7/25/06 ·./ 
8.  Reimbursement will be up to the tuition rate at the University of Washington or Washington· 
State University, whichever institution offers the course of instruction concerned. If both 
Universities offer the course of instruction, the reimbursement rate will up to the lower rate of 
the two universities. This rate will apply to courses of instruction at private universities, 
correspondence programs or other high cost programs. 
9.  All  required fees may be reimbursed at the designated approval percentage. Books, lab and 
building use fees will be reimbursed at 50 percent, regardless of the course of study. 
10.  Initial approval of a course of study does not obligate the County to future/continued approval 
of courses in that course of study. Course approvals are only valid for the course and 
semester/quarter given. 
New 7/25/06 CHAPTER12 
NON-DISCRIMINATION & HARASSMENT POLICY 
12.1  PURPOSE 
The purpose ofthis policy is to provide guidelines to elected officials, department heads, 
employees, volunteers, and members of  the public to ensure equal access to County services and 
employment opportunities regardless of  a person's sex, race, national origin, religion, age, 
disability, marital status, creed, political belief, sexual orientation, veteran's status, or any other 
protected status under federal or state statute.  Additionally, the policy provides guidelines for 
identifying, reporting, and resolving claims of  discrimination or related retaliation.  This policy 
supersedes all previous non-discrimination and sexual harassment policies issued by Mason 
County. 
12.2  NON-DISCRIMINATION 
The Board of  Mason County Commissioners shall demonstrate its commitment to non-
discrimination and equal opportunity by making available this Non-Discrimination Policy to 
recruiting sources, organizations representing protected groups, vendors, suppliers, contractors, 
community-based organizations, service organizations, community leaders, secondary and post-
secondary schools, and other governments.  The policy will be distributed on a continuing basis 
as appropriate individuals and entities are identified. 
The County will incorporate appropriate non-discrimination language in all its contracts and 
collective bargaining agreements.  The words "Equal Opportunity Employer" will be included on 
employment applications and recruitment materials. 
To :further promote the Board of  County Commissioners' commitment to non-discrimination, the 
County will conduct periodic meetings with executive, management, and supervisory personnel 
to explain the intent of  the non-discrimination policies and to clarify management's 
responsibility for effective implementation.  This Non-Discrimination Policy will be distributed 
and reviewed in new employee orientation sessions. 
12.3  POLICY 
The County takes complaints of  discrimination, harassment and retaliation seriously and will 
investigate and resolve such complaints in a timely manner. 
A.  Discrimination.  Mason County is committed to a workplace that is free from unlawful 
discrimination.  The County prohibits discrimination against elected officials, employees, and 
volunteers based on race, color, creed, religion, national origin, ethnicity, age, sex, marital status, 
veteran status, sexual orientation, and disability (known or perceived).  Employees who engage 
in discrimination will be subject to disciplinary action, up to and including termination of 
employment. 
Non-Discrimination & Harassment Policy 
Revised 12/2011 B.  Harassment.  Mason County prohibits harassment and is committed to providing a 
workplace that is free from such harassment.  Harassment is a form of  discrimination that is 
unwelcome verbal or physical conduct directed toward or relating to a person on the basis of  the 
person's race, color, creed, religion, national origin, ethnicity, age, sex, marital status, veteran's 
status, sexual orientation, or disability (known or perceived), where the conduct is sufficiently 
pervasive or severe as to alter the terms and conditions of  employment.  Such conduct can take 
many forms, including unwelcome slurs, comments, joking, touching, innuendo, gestures, 
display or transmission of  materials, and other similar conduct.  Employees who engage in 
harassment will be subject to disciplinary action, up to and including termination of  employment. 
C.  Sexual Harassment.  Mason County prohibits sexual harassment, which is a type of 
harassment that consists of  unwelcome verbal or physical conduct directed toward or relating to a 
person because of  his or her gender that is sufficiently pervasive or severe as to alter the terms or 
conditions of  employment.  Such conduct can take many forms including unwelcome slurs, 
comments, joking, touching innuendo, repeated request for dates, display or transmission of 
materials, gestures, compliments, and other similar conduct.  Sexual harassment also includes 
unwelcome conduct based on an individual's gender where submission to the conduct or 
rejection of  the conduct is used as a basis for employment decisions regarding the individual. 
Employees who engage in sexual harassment will be subject to disciplinary action, up to and 
including termination of  employment. 
D.  Retaliation.  Mason County prohibits any adverse employment action against employees 
for complaining in good faith of  discrimination, harassment or retaliation, or for assisting or 
participating in an investigation of such complaints.  Employees who engage in retaliation will be 
subject to disciplinary action, up to and including termination. 
12.4  EQUAL OPPORTUNITY FOR PERSONS WITH DISABILITIES 
It  is the policy of  Mason County to guarantee equal opportunity to persons with disabilities to 
participate in and enjoy the benefits of County services, programs and activities, and to allow 
disabled employees a bias-free work environment.  The County, upon request, will provide 
reasonable accommodation in compliance with the Americans with Disabilities Act (ADA) and 
the Americans with Disabilities Act Amendment Act (ADAAA). 
Mason County is committed to providing accessible facilities for public meetings and general 
public use.  Services will be provided for County sponsored activities if  such can be made 
available without undue hardship to the County.  Upon receiving a request for services, the 
preference of  the person with a disability will be given primary consideration. 
Mason County is committed to providing equal opportunities for County employees with 
disabilities.  Every reasonable effort will be made to create an accessible work environment to 
the extent possible without undue hardship to the County.  Employment practices will be 
administered to allow a person with a disability to participate at the same level as a person 
without a disability. 
Non-Discrimination & Harassment Policy 
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employment with the County or appointment to County boards and commissions.  Every 
reasonable effort will be made to create an accessible hiring or selection process and a working 
environment for board and commission members that will allow a person with a disability to 
participate at the same level as a person without a disability.  Board and commission meetings 
will be held in accessible locations. 
It  is the responsibility of  the person with the disability to disclose the existence of  the disability if 
reasonable accommodation is to be requested. 
12.5  EMPLOYEE RESPONSIDILITIES 
Each employee is responsible for supporting and adhering to tbis policy.  It  is the responsibility 
of  all County employees to bring instances of  inappropriate behavior to the attention of 
management.  This includes employees who believe they are the recipient of  discriminatory 
behavior as well as those who believe they have witnessed such behavior directed at another 
employee.  Employees should never tolerate inappropriate or harassing behavior.  If  possible, 
they should make their feelings known to the offending employee.  Whether they confront the 
harasser or not, employees must promptly report any offending behavior to their department head 
or elected official or to the County Human Resources Department.  Employees are strongly 
encouraged to report concerns about discrimination or harassment before behaviors become 
severe or pervasive.  This will assist the County in its efforts to stop discrimination or harassment 
before it  rises to the level of  a violation of  anti-discrimination laws. 
12.6  SUPERVISOR/MANAGEMENT RESPONSffiiLITIES 
When a supervisor, manager, department head or elected official suspects or has reason to 
believe that discriminatory behavior has occurred, he or she shall immediately notify the Director 
of  Human Resources or the Office of  the Prosecuting Attorney and report the incident 
12.7  COUNTY RESPONSffiiLITIES 
County Management representatives will promptly and thoroughly investigate all reports of 
discrimination or harassment.  Complaints against either the Human Resources Department or 
the Prosecuting Attorney's Office will be investigated by a non-county agency.  Complaints of 
discrimination and harassment will be handled with sensitivity, discretion, and confidentiality to 
·the extent allowed by the circumstances and the law. 
If  the County concludes that a violation of  this policy occurred, prompt and effective remedial 
action will be taken.  This may include disciplinary action and/or other actions needed to remedy 
the effects of  the discrimination and prevent further incidents. 
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Mason County is committed to maintailling a work environment free from bullying, 
discrimination, or sexual harassment.  As such, Mason County shall strictly enforce this policy 
against unlawful discrimination, including sexual harassment, and encourages those who feel 
aggrieved to seek assistance as outlined in this policy. 
Persons who feel that they may have been bullied, discriminated against or sexually harassed, or 
are aware of  actions against another person that may be in violation of  this policy, shall 
immediately contact either his/her immediate supervisor, his/her department official, or the 
Human Resources Department.  Complaints should be submitted in writing using the Mason 
County futemal Discrimination Complaint Form, a copy of  which must be submitted to the 
Human Resources Department. 
If  the complaint is reported to the employee's supervisor or department official, that individual 
may investigate the complaint or may request that the Human Resources Department perform the 
investigation.  Any person may file a complaint under this policy when the person believes: 
•  He or she has been the target of  discrimination or harassment (including bullying); 
•  He or she has personal and first-hand knowledge of  behavior believed to be in  violation 
of  this policy; or 
•  He or she has been retaliated against for having reported behavior believed to be in 
violation of  this policy. 
The complaint must be filed within 180 days of  the alleged violation of  this policy.  The 
complaint should include a description of  the alleged violation, the date it occurred, and the 
name, signature, address and phone number of  the person filing the complaint.  The complaint 
must include sufficient information tci allow for investigation into the allegations. 
In addition to filing a complaint with Mason County, an individual may file a written complaint 
within 180 days of  the alleged violation with the Washington State Human Rights Commission 
and/or the Equal Employment Opportunity Commission.  Employees are encouraged to exhaust 
administrative remedies outlined in  this policy before outside agencies are consulted.  The use of 
the County's internal discrimination complaint procedure is not a prerequisite to the pursuit of 
such statutory remedies. 
When an employee or union files both a grievance and an internal discrimination complaint 
regarding the same alleged acts or incidences, the investigation and processing of  one shall be 
suspended until the other is completed. 
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INTERNAL DISCRIMINATION COMPLAINT FORM 
Pursuant to Chapter 12 Non-Discrimination & Harassment Policy of  the Mason County Personnel Policies, 
reports of  discrimination and/or harassment may be reported to your department official/supervisor, to the 
Human Resources Department, or to the Prosecuting Attorney. 
Name and department of  person filing complaint: 
Work Phone:  Home Phone: (optional) 
Home address:  City,  State,  Zip 
Name of  the person(s) whom you feel violated the Non-Discrimination & Harassment policy: 
Department involved: 
Alleged violation related to:  [  ].  Employment  [  ]  Services 
Basis of  alleged violation is: 
[  ]  Race/Color  [  ]  Disability  ]  Marital Status  [  ]  Veteran's Status 
[  ]  Age  [  ]  Religion  ]  National Origin  [  ]  Sex 
[  ]  Creed  [  ]  Retaliation  ]  Sexual Orientation [  ]  Ethnicity 
[  ] Harassment/Sexual Harassment 
Describe in detail the incidents or actions, including names, dates and times, that are believed to be in  violation 
of  this policy.  Include the names and contact information of  any individuals who may have witnessed this 
behavior. (Attach additional sheets as needed) 
By signing below, I declare under penalty of  perjury of  the laws of  the State of  Washington that the foregoing 
information is true and correct. 
Signature: 
Printed Name: 
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VEHICLE USE POLICY 
13.1  VEHICLE USE AND SCOPE 
This  policy  addresses  assignment of county  vehicles  for  business  use,  for  home-to-work 
commuting and after-hours use, use  of personal vehicles for  county business, mileage  allowances, 
general motor vehicle  safety  expectations,  and reporting  requirements  for  commercial vehicle 
operators as per RCW 46.25.030.  All employees who operate motor vehicles for  county-related 
business are responsible for operating the vehicle in a lawful, safe and prudent manner. 
This policy applies to: 
1.  Departments reporting to the Board of  County Commissioners. 
2.  Elected officials'  departments with the  proviso  that those  officials  are responsible for 
application of this  policy,  or  a  comparable  alternative,  in their  departments.  All 
allowances, mileage reimbursement rates, and other cash disbursements require approval of 
the Board of County Commissioners. 
3.  Represented and non-represented employees - Where permitted, the policy is  applicable to 
bargaining unit employees depending on the collective bargaining agreement for that unit 
and the requirements ofRCW 41.56. 
4.  Where provisions of  this policy address topics covered in the Sheriff's Office Vehicle Use 
policy, those rules shall apply. 
5.  All users of county vehicles (owned, leased, or rented) or personal vehicles being used for 
county  business  purposes,  including  regular  employees,  temporary  employees,  contractors, 
volunteers and citizens. 
13.2  DEFINITIONS 
"Vehicle" -Any motorized or non-motorized vehicle to include boats, aircraft, and utility tractors 
designed to transport persons or goods on public roadways, waterways, or federal airspace. 
"Weapon" - A tool or instrument used with the aim of  causing damage or harm to living beings or 
artificial structures or systems. 
13.3  ASSIGNMENT OF COUNTY VEHICLES FOR OPERATIONAL 
CONSIDERATIONS 
1.  County vehicles may be assigned to  specified employees on a 24-hour basis when that 
person is  responsible  for  responding  to  emergency  situations.  Assignments  must be 
authorized by an applicable elected official and may be authorized on a continuous basis 
or for a specified time period. 
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a)  The employee is frequently called out to duty during off-hours for emergency response; 
and 
b)  The vehicle is equipped with a radio, weapon, or other equipment that cannot 
reasonably be kept in a personal vehicle. 
3. Tax treatment of  all vehicle assignments shall be subject to current regulations. 
13.4  DRIVERS LICENSE AND INSURANCE REQUIREMENTS 
The County has auto liability coverage on its Mason County vehicles.  Authorized employees, 
appointed or authorized representatives and persons, or volunteers driving Mason County 
vehicles are covered under the County's liability coverage.  However, employees using their 
personal vehicles for County business are not included in the County's insurance coverage and, 
therefore their personal vehicle insurance is responsible for accidents, regardless of  whether the 
accident occurred while they were on County business.  The mileage reimbursement received by 
employees for approved use of  personal vehicles includes, in part, a reimbursement for personal 
insurance coverage.  Employees should consult with their insurance agent/company to inquire 
about what coverage exists while using their personal vehicles for County business. 
1.  Employees shall provide valid proof of  automobile liability/property damage 
insurance with policy coverage limits that meet the Washington State minimum 
requirements. 
2.  When an employee is using their privately owned vehicle pursuant to County policy, the 
individual's insurance shall be considered the primary insurance coverage with County 
coverage potentially available for secondary or excess coverage. 
3.  Job applicants who have reached the final interview stage of  the employment selection 
process will provide the county with a "Driving Record" prior to being offered the position. 
This applies to both internal and external applicants and only to those applicants whose job 
would require them to operate county owned vehicles on a regular (routine) basis. 
13.5  USE OF PERSONAL VEIDCLES FOR COUNTY BUSINESS 
Employee's use of  personal vehicles for county business travel purposes is subject to the 
approval of  the department head or elected official. Employees may be required to utilize a 
county vehicle based on cost or safety considerations. Authorization to use private 
vehicles may be given on a trip-by-trip or standing approval basis. Upon request, employees are 
required to provide to their supervisor proof  that they possess a valid motor vehicle operator's 
license, proof of  current vehicle liability insurance and a current year Vehicle Use Agreement 
on file. 
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to the following requirements: 
1.  The vehicle must meet legal requirements to operate on a public highway. 
2.  The vehicle must be in sound mechanical condition and present no safety risks. 
3.  Employees must submit a mileage reimbursement form, to receive reimbursement 
based on the county's current mileage rate allowance.  The standard mileage rate 
reimbursement covers gas, maintenance, repairs and insurance for work related 
driving. 
13.6  USE OF COUNTY VEHICLES FOR PERSONAL BUSINESS 
Employees using county vehicles on a continuing assignment or trip-by-trip basis are prohibited 
from using vehicles for personal business except as provided herein. Unauthorized personal use of 
a county vehicle may result in disciplinary action, up to and including termination of  employment. 
All  employees  should  exercise  reasonable judgment regarding  the  use  of a county  vehicle  for 
personal purposes. Personal use of  a county vehicle may be permitted, subject to the approval of  the 
applicable department head or elected official, when the use serves the county's interests, results in 
negligible  expense,  and/or  is  justified  by  compelling  circumstances  and  doesn't  pose  a  "bad 
appearance" even if on personal time- (e.g., at a bar or liquor store). 
13.7  INCIDENTAL TRAVEL AND STOPS 
Employee-drivers should remember that public perception of  county employees is important and 
influenced by how and where the public observes county vehicles being used. Employee-drivers 
should not make incidental stops at locations the public would generally perceive as 
inappropriate. 
13.8  POLITICAL USE OF COUNTY VEHICLES 
No employee or person may use any vehicle owned or operated by the county for any trip which is 
exclusively for the purposes of campaigning in support of, or in opposition to, any  candidate or 
cause for national, county or local office, unless use of the vehicle is required for purposes of 
security protection provided by the county or local governmental unit. 
13.9  USE OF COUNTY VEHICLES BY OTIIER INDIVIDUALS 
1.  Use of county vehicles by temporary employees or volunteers requires authorization from 
the  department head or elected official. Temporary county employees and volunteers are 
subject  to  the  applicable  provisions  of this  policy,  including  signing  the  Vehicle  Use 
Agreement and providing proof of  valid drivers license. 
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Manager,  department  head  or  elected  official.  Use  of a  county  vehicle  under  an 
interagency agreement is subject to the provisions mutually agreed upon by the agencies 
involved. 
13.10  PERMITTED AND PROHJBI1ED USES OF COUNTY AND PERSONAL 
VEHICLES FOR COUNTY BUSJNESS 
The following policies govern all vehicle use for county business: 
1.  All drivers and passengers must comply with all the motor vehicles laws of the state of 
Washington or any other state in which the vehicle is  operated, including seatbelt and cell 
phone laws. 
2.  Vehicles shall be locked when unattended with the engine turned off. Keys shall not be left 
in the ignition unless authorized by the department head or elected officiaL 
3.  No person may use a county vehicle, or permit the use of  a county vehicle, or operate a 
personal vehicle for county business in the following prohibited manners: 
a)  The driver is impaired by fatigue or any other known mental or physical condition that 
affects the safe operation ofthe vehicle. 
b)  The  driver  is  impaired  because  of prescribed  appliances  (e.g.,  cast,  sling,  brace), 
prescribed or over-the-counter medications that causes or results in adverse side effects 
(e.g., drowsiness or impaired reflexes or reaction time). As described in Policy 8.12-
Substance Abuse,  employees are  responsible for  informing their  supervisor of the 
possible effects of  the medication and expected duration of  its use. 
c)  Tobacco use  (smoking  and non-smoking  products)  is  prohibited  in  county-owned 
vehicles. This  does not include smoking in personal vehicles used for  county-related 
business. 
d)  Transporting  non-county  employee  passengers,  including  family  members, is  not 
permitted unless authorized by the employee's department head or elected official. 
e)  Permitting non-authorized individuals to drive a county-owned/leased vehicle unless it 
is for a bona fide emergency purpose. 
f)  Drivers of  motor vehicles are prohibited from reading, manually writing or sending a 
message on an electronic wireless communications device or holding a wireless 
communication device to their ear while the vehicle is moving.  Exceptions to this 
section include: operators of  an authorized emergency motor vehicle; a driver using a 
wireless communications device in the hands-free mode; using devices to report illegal 
activity or summon medical aid or other emergency assistance or to prevent injury to a 
person or property; using hearing aids. 
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h)  Modifications  including  affixing  signs,  stickers, antennas,  bike  racks,  ski  racks,  etc. 
Modifications to county vehicles may be undertaken only with the prior written consent 
of the depatiment head or elected official and the ER&R Manager. The County Shop 
or its designee will perform any modification to a county-owned vehicle. 
i)  Transporting of animals - Allowed only with prior written consent of the department 
head or elected official - (excludes Animal Control activities and transportation and use 
of  canines or other animals by the Sheriff's Office). 
j)  Hauling loads that exceed the rated capacity of  the vehicle or that could cause damage 
to the vehicle (i.e., hauling firewood or gravel in a passenger vehicle). 
j)  Use of trailer hitches and towing - Allowed only with prior approval by  the  County 
Shop. The County Shop must evaluate hitches and lights. 
k)  Installation or use of  any radar or speed detection devices. 
1)  Transporting hitchhikers. 
m)  Use or consumption of  alcohol and/or illegal drugs is prohibited while operating a county-
owned/leased vehicle or personal vehicle for com1ty business. 
n)  Use for vacations, side trips or any other use not expressly authorized by this policy or 
department head or elected official. 
Drivers who have questions regarding the appropriate use of a county vehicle or a personal 
vehicle while in use for county business should consult with their supervisor, department head, 
elected official, or the Risk Management Office. 
13.11 VEHICLE USE AGREEMENT (VUA)-REQUEST FOR DRIVING 
RECORD 
The purpose  of the  VUA is  to  ensure employees are  licensed to  operate  a motor vehicle  and 
possess auto  liability insurance to  operate their personal vehicle for  county business.  Use of a 
county (owned, rented or leased) or personal vehicle for business purposes is contingent upon the 
following conditions and requirements: 
1.  Vehicle Use Agreement - Each department head and elected official or their designee will 
acquire a signed Vehicle Use Agreement (VUA), annually from each of  their employees 
that  operate  a  personal  or  county-owned/leased  vehicle  for  business  purposes.  This 
includes those employees required to hold a Commercial Driver's License (CDL). 
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a)  Employees who are required to operate a vehicle on a regular (routine) basis to 
perform their job shall, as part of  the Vehicle Use Agreement, authorize Mason 
County to acquire a copy of  their driving abstract from the Department of  Licensing per 
RCW 46.52.130. 
b)  All other employees who may drive a county vehicle or a personal vehicle for the use of 
county business may have their driver abstract requested from the Department of 
Licensing per RCW 46.52.130 if  requested by their department head, elected official 
and/or the Risk Management Office. 
13.12  DRIVER DISQUALIFICATION AND REVIEW 
County employees and other authorized agents of  the county may become disqualified as a driver 
for county business for any of  the following conditions: 
1.  Three or more moving violations in the past three years. 
2.  Two accidents if  one or more results in injury, loss of  life or significant propetiy damage. 
Note: This includes only accidents where the driver was substantially at fault. 
3. Suspension or revocation of driver's license. 
4.  Drivers must immediately inform their supervisor, department head, or elected official in 
writing if  they become disqualified under this policy. 
5.  Any change in the status of  an employee's driver record resulting in disqualification or the 
failure to report such change may result in revocation of  the privilege to drive a county-
owned/leased vehicle or a personal vehicle utilized for county business and/or disciplinary 
action up to and including termination. 
6.  Drivers denied the use of a county vehicle based on an unsatisfactory driving record may 
request a review of  the denial through their department head or elected official.  The Risk 
Management Office should be consulted regarding any requests for review. 
7.  A requested review will be investigated by the department head or elected official and the 
Risk Management  Office  then  approved  or  denied  by  the  elected  official  in  writing. 
Approval or denial will be documented and kept on file in the Risk Management Office. 
13.13  ACCIDENTS AND CITATIONS 
Employees are fully  responsible to  operate vehicles on county business in  a legal,  safe, and 
prudent fashion and are subject to  appropriate corrective action for  failure to do  so, up to and 
including termination. 
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to  their supervisor or department head or elected official while operating a personal or 
county-owned/leased  vehicle  while  on  county  business.  In  addition  to  any  state 
required  accident  reports,  employees  shall  complete  the  Risk  Management  Vehicle 
Accident  Report  f01m  within  the  first  business  day  following  the  accident.  The 
report will be forwarded to Risk Management and ER&;R Manager.  A review by the 
department head or elected official may be convened to  evaluate the accident depending 
on the severity. 
2.  Drivers are personally responsible for  the cost of all  traffic citations, parking tickets, etc. 
Passengers are personally responsible for the cost of any traffic citation they may receive 
while riding in a county-owned/leased vehicle or a personal vehicle being used for county 
business -(i.e. seatbelt violations, parking violations, throwing object from vehicle).  The 
offending employee shall pay citation fmes promptly. 
3.  Employees shall report moving violation citations that occur while operating a vehicle for 
county business within the first business day of the issuance of the citation. Employees 
will notify their immediate supervisor, who  in tum, will forward the  report to  the  Risk 
Management Office. 
13.14 COMlvffiRCIAL DRNER  LICENSE 
In addition to the conditions and requirements for all motor vehicle operators, employees who hold a 
commercial driver's license (CDL) are subject to all requirements applicable to state and federal 
laws. 
13.15  COUNTY VEHICLE RELATED PURCHASES 
Supervisors shall inform employees of acceptable vendors, gas stations, and other services that may 
be utilized for county vehicle related pmchases.  Repair and towing services are primarily acquired 
through county contracts. If services are needed while traveling out of the county, the employee 
should contact the County Shop, or use their best judgment if  outside of  work hours. 
13.16  VEHICLES FUEL POLICIES AND FUEL CREDIT CARD USES 
1.  County-owned fuel dispensers should be used whenever possible.  There is one fill up per 
fuel card use.  No doubling up on one card with more than one respective, associated vehicle 
is  permitted.  Department  supervisors  should  provide  directions  to  those  locations  and 
instruct their assigned drivers on the uses of  these dispensers. 
2.  Public self-service, regular unleaded and diesel dispensers should be used if county fuel 
dispensers  are  not  available.  The mostcost-effective vendor  should be used whenever 
possible. Receipts must be submitted for reimbursement. 
3.  The use of premium grades of fuel is not authorized, unless required by the vehicle's 
owner's manual. 
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When a vehicle is  assigned to an employee or department, the  driver or department supervisor is 
responsible for ensuring that all preventative maintenance is pe1formed on schedule and the vehicle is 
serviced in a timely manner when notified by the County Shop. 
13.18  GENERAL MOTOR VEillCLE SAFETY 
1.  In the interest of  safety, supervisors may elect to have assignments, jobs or tasks delayed or 
postponed during inclement weather until driving  conditions  improve.  Only  essential 
vehicles equipped with necessary traction devices should be required to  operate during 
hazardous conditions (e.g., Sheriff's vehicles, snow plows, sanding trucks, etc.). Vehicles 
used during inclement weather may require the use of tire chains. It is the responsibility of 
the vehicle/equipment operator to install tire chains when needed. 
2.  Operators shall conduct a safety check of  the vehicle each day.  The minimum operator's 
check should consist of  a check for body damage, mechanical problems (tire inflation & 
tread, brakes, steering, turn signals, wipers, horn, etc.) and verification that all lights are 
functioning and windows are cleaned to present a clear field of  view.  All items requiring 
repair shall be reported to your immediate supervisor and the County Shop. 
3.  County departments may have additional requirements for the safe operation of  motor 
vehicles and equipment. 
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INSTRUCTIONS: 
All Mason County employees driving a county-owned/leased vehicle, or their personal vehicle for county-related business, must 
complete this form. Employees who do not attest to and upon request provide proof of  current personal vehicle liability insurance 
will be prohibited from driving their personal vehicles for county-related business. 
If  any information provided on this form should change it is the employee's responsibility to complete and submit an updated 
form.  ·  ···  ·  ··  ·  ··  · · · 
Copies ofthe Vehicle Use Agreement will be maintained in the Mason County Risk Management Office. 
I acknowledge that I have received and read the Mason County Vehicle Use Policy. I understand the contents and agree to comply 
with the policy. Failure to comply is considered a violation of  county policy. 
Employee's Name: Last  First  I  Middle 
Date of  Birth:  Phone Ext.  Department:  I  JobTitle: 
Driver's License (DL) #  DL State:  Commercial Driver License (CDL). #  I  CDL State: 
Employee Insurance Company*:  I  Insurance Policy Number*: 
*If  the employee does not want to have insurance policy carrier and number recorded on the VUA, the manager/supervisor may 
verify the existence of  current liability insurance by checking the appropriate box in the Manager/Supervisor section below dotted 
line at bottom of  fonn  .  . .  .. 
As a conditiOn for drlVmg a county-owned/leased vehicle, I hereby attest: 
__ I have a valid and current Washington Driver's License. 
__ I have a valid and current Washington Commercial Driver's License (CDL) 
As a condition for driving a personal vehicle for county related business, I hereby attest: 
__  I have a valid and current Washington driver's license; and, 
__  There is current liability insurance on all personal vehicles I drive for county-related business. 
I agree to provide Mason County with the name of  my personal vehicle insurance company's name and my vehicle insurance policy 
number and to provide documentary proof of  personal vehicle liability insurance upon request by Mason County. 
Employees shall immediately report all traffic accidents and/or damage to their vehicle to their supervisor, department head 
or elected official while operating a personal or county-owned/leased vehicle while on county business. 
I hereby penn  it my department manager or designee to acquire a copy of  my driving record abstract as needed. 
I will also infonn my supervisor, in writing, ifl should become disqualified under the provisions ofthe county vehicle use policy. Failure 
to report such information may result in the revocation ofthe privilege of  driving a county-owned/leased vehicle. 
Does the employee's job description require them to drive on a regular (routine) basis? _Yes  No 
If  "YES" the Risk Manager will request a Washington State Driving Record based on the information provided above. 
CDL is current __  Yes  __  No  __  Not applicable 
Employee Driver's License is current  __  Yes __  No 
Employee has current Liability Insurance  __  Yes __  No 
Employee is authorized to  __  Operate a County -Owned/Leased Vehicle 
__  Operate Personal Vehicle for County Business 
__  Operate County-Owned/Leased Vehicle Requiring CDL 
Manager/Supervisor Signature: ____________  Print Name: ____________  Date: ____  _ 
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OFM Statewide Accounting 
Rev.  9/11 
Cl 
iem Rates-
Yakima 
$77 
s of 
Okanogan 
$77 
Benton 
$93 
~ 
ct  ber 
Ferry 
(  \ u;~~le\  $71 
Stevens 
lincoln 
$77 
Adams 
$77 
For Out-of-State Per Diem Rates, refer to the GSA website at: http://www.gsa.gov. To getthe 
total meal and incidental expense rate breakdown of individual meal allowances, refer to the 
State Administrative and Accounting Manual (SAAM), Subsection 10.40.10.c 
I  20 
I 
Meal Rates 
TOTAL  8  l  D 
D  $46•  $11  $14  $21 
10  $51  $13  $15  $23 
$56  $14  $17  $25 
D  $61  $15  $18  $28 
D  $71  $18  $21  $32 
$  Maxip1Um Lodging Rate 
**  Seasonal lodging Rates (see table) 
** Seasonal lodging Rates for Counties: 
Clallam&  07/01-08/31  $123 
Jefferson  09/01- 06/30  $93 
Grays Harbor  07/01- 08/31  $117 
09/01- 06/30  $97 
POV Mileage Rate 
The privately owned vehicle (POV) 
mileage reimbursement rate is $0.~ 
per mile.  p55S APPENDIX  A 
RESOLUTION NO.  36-97 
A RESOLUTION RELATING TO A P.OLICY FOR THE UTILIZATION OF ELECTRONIC 
COMMUNICATIONS FOR THE CONDUCT OF COUNTY BUSINESS. 
WHEREAS, Mason County utilizes various electronic methods of  communications within the county 
and with many citizens, businesses and organizations; and 
WHEREAS, Additional forms of  electronic communications will be added in the future; and 
WHEREAS, Electronic communications offer substantial benefits to Mason County as well as 
potential for misuse; and 
WFrEREAS,  Written policy and procedures are required to ensure all  users ·of Mason County 
electronic communications equip'ment are guided to prevent misuse. 
NOW, THEREFORE, BE TT RESOLVED by the Board ofMaspn County Commissioners that the 
Mason County Electronic Communications Policy, attached hereto as Exhibit "A" is hereby adopted, 
and  shall be in fitll force and effective starting March 1,  1997. 
Dated this6-[jday of A;rl), 1997. 
ATTEST: 
~WaqX)~ 
Clerk of  the Board 
&rD~ORM 
ChiefDeputy Prosecuting Attorney 
C:  File 
ELECTED OFFICIALS 
DEPARTMENT HEADS 
BOARD OF COUNTY COMMISSIONERS EXHIDITA 
MASON COUNTY 
ELECTRONIC COMMUNICATIONS POLICY 
The primary purpose ofMason County's electronic communications is to support the 
timely and efficient con~uct of  County business.  The communications are also provided to 
encourage and facilitate the free exchange ofbusiness related communications and ideas. 
between employees.  This policy defines the use of  electronic message systems and 
communications media by employees ofMason County.  This i.ncludes, but is not limited 
to, telephones; electronic mail systems (E-Mail), voice mail systems, faxes, Internet and 
other electronic media that receive, store, transmit and display correspondence and data 
files for internal and external business communication purposes.  All electronic data are 
tl~e property of  Mason County and may be public records under the Public Disclosure 
Act (RCW 42.1 7). 
This policy applies to all elected officials, employees, contractors, extra help employees, 
volunteers and other individuals who are provided access to  Mason County's electronic 
communications. 
Employees are representing the County, and thus all communications shall be professional 
and appropriate. Employees are prohibited from using electronic communications for the 
solicitation offimds, political messages, harassing messages and other such messages not 
appropriate to the business setting.  Employees and people that were previously employed 
by Mason County have no rights to the contents of  the County electronic communications. 
The misuse of electronic communications may subject the employee to disciplinary 
actions, including but not limited to termination. 
1.  Electronic Communications Defined.  Electronic communications are defined as 
including, but not limited to, telephonic communications including voice mail, 
facsimile(fax) communications, electronic mail (E-Mail), and data and file transfers 
utilizing electronic means..  · 
2.  Electronic Communications are for Business Use.  Mason County's electronic 
communications are for official business.  The systems are not to be used for employee 
personal gain or to support or advocate for non-county related business.  The County 
reserves the right to monitor the u.se and content of  electronic communications. 
3.  Electronic Communications are Not Private.  Electronic communications are not 
private or confidential. Any message sent through voice mail or E-mail can be forwarded 
on to anyone else on the system.  Even after voice mail or E-mail has been deleted, it can 
still be. possible to retrieve it and read it.  All messages are Mason County records and are 
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electronic communications.  For these reasons, the County's electronic communications 
must not be used to communicate or store information considered personal or private. 
4.  Elcc.tronic Communications Dccomm :mciCnntcnL  When using the County's 
electronic communications systems, keep in mind all  commu~ications must be appropriate 
to the business setting.  If  you believe that you are receiving communications that are 
inappropriate to the workplace, please follow these procedures: 
a.  Don't qelete the message; 
b.  Don't respond; 
c.  Notify your supervisor, elected official/department head immediately or Human 
Resources Depart.ment. 
INTERNET USE 
1.  Internet is for Business Use.  When accessing the Internet, employees are 
representing Mason County.  Access to the Internet should be strictly for county related 
business, and is only allowed via the County's centralized Internet connection.  Alternate 
methods of Internet access, such as using an outside modem for access  would 
compromise the County's network security.  Requests for exceptions must be reviewed by 
Information Services and approved by the Board of  County Commissioners.  Any costs 
incurred while accessing the Internet are the responsibility of  the employee unless 
approved in  advance by the elected official/depattment head. 
2.  Internet Use is Not Private.  When sites are accessed, Internet Protocol addresses are 
recorded  ..  ·Comments are not anonymous, and any electronically stored communications 
sent or received may be retrieved.  Mason County reserves the right to review user 
accounts, workstations and file server space in order to determine whether specific uses of 
information systems are appropriate.  · 
3.  Innp[n·opriate Internet Sites.  The Board of County Commissioners reserves the 
right to make the final determination as to what is considered appropriate in all cases of 
Internet use.  The following are examples of  inappropriate sites, and are not intended as an 
all  inclusive list: 
a.  Pornographic, religious, partisan political, or non-business sites. 
b.  Any site that charges a fee.  Visiting such a site must l?e pre-authorized in 
writing.  If yon do visit sneh a site hy mistal{c, do not give out any billing 
in formation such as a credit cnnl or business phone number.  If yon are asked for 
billing information, cancel out of the screen immediately. 
c.  Vendor sites to purchase personal items.  Business purchasing must only 
utilize the county purchasing procedures.  · 
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harassment, please follow these proceciures: 
a.  Don't delete the message; 
b.  Don't respond; 
c.  Notify your supervisor, elected official/department head immediately or Human 
Resources Department. 
Mary Jo Cady __ 
Chllirperson 
John A.  Bolend'er __ 
Commissioner 
Cynthia D. Olsen __ 
Commissioner-
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AMEND1NG RESOLUTION NO. 148-99 TO AMEND 
THE MASON COUNTY PERSONNEL POLICIES 
WHEREAS, RCW 36.32.120(6) states that the Board of County 
Commissioners have responsibility for the care of county property and the 
management of county funds and business; 
WHEREAS, the Board of County Commissioners believes that uniform  . 
personnel policies are beneficial to county managers and employees; 
WHEREAS, the Board has determined that certain changes In the Masbii' 
County Personnel Policies snould be made: 
.  NOW, THEREFORE .BE IT RESOL  VEO that the Board of  County 
. Commissioners does hereby amend  the Maso(l County Personnel Policies by 
changing Chapter 2.4 (Attachment A), changing Chapter 5.7 (Attachment B), 
changing Chapter 7.1  (Attachment C), changing Chapter 7.2 (Attachment D), 
and· adding a new Chapter 8.15 )Attachment E) .effective October-26, 2004. 
Dated this  26th  day of October, 2004 
BOARD OF COUN1Y COMMISSIONERS 
~  ~~C44_)~f~t:h~mon 
Rebecca S. Rogers  -7~ 
Clerk of  the Board  --::;zs,..  ~ 
Herb Baze,  ommiss1oner 
p r:v}fAZF 
Michael Clift 
Chief Deputy Prosecutor Attachment A 
2.4  SEXUAL HARASSMENT :PROHIBITED 
Sexual harassment is a form of  sex discrimination and is illegal.  Sexual harassment will 
not be tolerated by the County. 
Sexual harassment is behavior of  a sexual nature which is unwelcome.  Examples of 
sexual harassment include verbal behavior, such as unwanted sexual comments, 
suggestions; jokes, or  pressure for· sexual favors; non-verbal behavior such as suggestive 
looks and leering; and physical behavior such as pats or squeezes, or repeatedly brushing 
against someone's body.  Other conduct also may constitute sexual harassment depending 
upon given facts and circumstances  .. 
Unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct of  a sexual nature constitute sexual harruisment when: 
L  submission to such conduct is either an explicit or 2.4 or implicit term or 
condition of employment; or, 
2.  submission to or rejection of  such conduct  by an individual is used as the 
basis for employment decisions affecting such individual; or, 
3.  such conduct has the purpose or effect of  unreasonably illterfering with the 
individual's work performance or creating an intimidating, hostile, or 
offensive work environment  ·  · . 
Employees engaging in sexual harassment are subject to discipline, including 
termination.  See Discrimination Co~plaintProcedure,  Policy 2:6 bi, for guidance on 
what to do if  you experience sexual harassment.  ' Attachment B 
5.7  COMPENSATION UPON TERMINATION 
When an employee's employment with the County is terminated, the employee will 
receive the following compensation on the next regularly scheduled payday: 
(1)  Regular wages for all hours worked up to the time of  termination which 
have not already been paid. 
(2)  Any overtime or  holiday pay due. 
(3)  A lump sum payment for accrued but unused vacation provided the. 
·employee has completed six (6) months of  employment, compensatory 
time and, for eligible empl()yees, accrued but unused sick leave. · 
Terminating employees entitled to payment for accrued leave time, and in  the case of 
. employees of  the Sheriff's Department, banked holiday time, may request payment for 
such time in scheduled payments rather than a lump sum.  To be eligible for scheduled 
payments the amount due must be $10,000 or more, the scheduled payments must be 
$500 or more per month and the employee mruit agree to conditions established by the 
county.  ·  · Attachment C 
7.1  VACATIONLEAVE 
Each regular full-time employee shall accrue paid vacation leave as follows: 
Years of  Continuous Service 
1-3  years 
4-7 years 
8-9 years 
10-11 years 
12-14 years 
·15-16 years 
.17-19 years 
20 or more years 
Vacation Days Earned 
12 days per year 
15 days per year 
18 days per  year 
20 dayS per year 
22 days per year · 
23 days per year 
24 days· per year 
25 days per year 
All new employees must satisfactorily complete their trial period to be entitled to the 
accrual and use of  vacation leave. Regular part-time employees will receive vacation on 
a pro-rata basis.  Extra help employees are not eligible for any vacation benefits. 
Employees do not accrue vacation benefits during a leave without pay. 
Regular full-time employees must work, or be in a paid status, at least  ninety (90) eighty 
·  .ffiQ). hours in a month to accrue vacation for the month. Regular  part-~e  employees 
must work, or be in a paid status, at least in  the same proportion to ninety (90) eighty (80) 
hours as their regular hours are to full-time employment to accrue vacation for that the 
month. 
The first day of  the month of  hire shall be the effective date of  subsequent increases in 
the vacation accrual rate for employees hired between the :first and the fifteenth of  the 
month.  The first day ofthe month following the month of  hire shall be the effective date 
of  subsequent increases in the vacation accrual rate for employees hired between the 
sixteenth and the last day of  the month. 
Each department is responsible for scheduling its employees' vacations without undue 
disruption of  department operations.  Leave requests shall normally be submitted at least 
twu weeks prior to taking vacation leave. 
The maximum number of  vacation days which maybe accrued is fifty (50) days.  Any 
vacation days earned beyond fifty (50) days shall be forfeited.  Employees wm be paid 
for unused vacation time upon termination of  employment, except in  the case of 
termination during the first six months of  employment.  Employees who resign their Attachment D · · 
7.2  SICK LEAVE 
All regular full~time employees accrue sick leave benefits afthe rate of  one (1) day for 
each calendar month of  continuous employmenl  Regular part-time employees may 
accrue sick leave benefits on a pro-rata basis according to hours worked.  The maximum 
accumulation of  unused sick leave is one hundred fifty (150) days, except for LEOFF I 
employees whose maximum accumulation shall not exceed twelve (12) days.  LEOFF I 
employees whose sick leave accrual exceeds twelve (12) days, as of  the adoption ofthis 
policy, shall keep the excess days but shall not earn additional sick leave until such time 
as their accrual is less than twelve (12) days.  Extra help employees do not earn sick leave 
benefits.  Employees do not accrue sick leave benefits during a leave without pay. 
Regular fu1l-time employees must work, or be in a paid status, at least ninety (90) eighty 
@).hours in a month to accrue sick leave for the month.  Regular part-time employees 
must work, or be in a paid status, at least in the same proportion to ninety (90) eighty (80) 
hours as their regular hours are to full-time employment to accrue sick leave for tp.at the 
month. 
Allowable Uses of  Sick Leave:  Sick leave covers those situations in which an employee 
is unable to work due to: 
(1) 
(2) 
(3) 
.  (4) 
(5) 
(6) 
(7) 
Employee's own health condition (illness, injury, physical or mental 
disability, including disability due to pregnancy or childbirth); 
The need to care for the employee's dependent ·children under the age of 
18 who are ill or injured with a.health condition that requires treatment or 
supervision; or to care for the employee's spouse, parent, parent-in-law, or 
grandparent who has a serious health condition or an emergency 
condition:·------------- ·-·--- .·.  ····  ··  ·· · ·  ···· ···--· -··  ·-·-·--·  ·---·· · ·  --- -- ·· ··-- ····-··-· · 
Medical or dental appointments for the employee or dependent child, 
provided that' the employee must make a reasonable effort to schedule 
· such appointments at times which have th~ least interference with the 
workday; 
. The need to care for a spouse, parent, or child of  the employee who is ill 
or injured and requires the presence of  the employee, except that no more 
than five (5) days of  sick leave may be taken for any occurrence unless the 
condition of  the spouse, parent or child would qualify the employee for 
FMLAleave; 
Exposure to a contagious disease where on-the-job presence of  the 
employee would jeopardize the health of  others; 
Use of  a prescription drug which impairs job performance or safety; 
Additional leave, up to two (2) days, beyond bereavement leave for a 
death in the immediate family may be authorized by the Board. 
A doctor's certificate may be required when an employee is absent for a period in excess 
of  three (3) days or when a pattern of sick leave use indicates possible sick leave abuse. position to asstime an Elected Office will be paid for unused vacation time upon 
termination of  employment. To the extent allowed by law, the County  may also request the opinion of  a second doctor 
at the County's expense to determine whether the employee suffers from a chronic 
physical or mental condition which impairs his/her ability to perform the job. 
Employees who use all their accumulated sick: leave and requrre more time off  work due 
to illness or injury may, with their Elected Official's or Department Head's prior 
approval, request a ieave without pay.  (See Leave Without Pay  Policy.) 
Payment for unused sick leave shall be made only in the following circumstances: 
(1)  Upon termination of  employment with fifteen {15) years of  continuous 
service with Mason County;  . 
(2)  Upon termination of  employment with Mason County, when the 
termination is contemporaneous with retirement from the applicable 
Washington State public employees retitement system; or 
(3)  Upon the death of  an employee, in  which case payment shall be made to 
his/her estate. 
Upon  termination of  employment, including termination of  employment prior to assume 
an Elected Office, under circumstances in  which the employee is not eligible for payment 
of  unused sick leave, all unused sick leave shall be forfeited.  The provisions of  this 
paragraph shall not apply to employees who terminated employment to become an 
Elected Official of  Mason County prior to the adoption of  this policy. Attachment E 
8.15  USING POSITION FOR  PERSONAL GAIN 
No County employee will use their position with Mason County for personal gain from any 
source.  Personal gain is receiving any money, item or benefit for personal use, that is not 
available to the general public.  Exception: Nominal value items ($10.00 or less) with company 
logos, given for advertising purposes such as samples, pens, calendars, coffee cups and  ball caps 
are acceptable. Requesting, or knowingly accepting, discounts on purchases, tickets, meals, 
. travel, clothing, etc, for personal use is not acceptable. 
Threats or  promises of  future business or lack of  future business with the County to influence 
personal business will be referred to the Prosecuting Attorney. 
New  ch 8.15.doc  1 MEMORANDUM 
DATE:  July 5,  2005 
TO:  Elected Officials  .  .-. ~--
Department Directors 
1 
.....  ~~-/-~--
FROM: Gregory D. H~~~ 
SUBJECT: Changes to the Person~olicies 
Please make the changes listed below to your copy of the Personnel Policies. Also, please post 
these changes where your employees will read them. 
By mid-August, I plan to reissue the Personnel Policies manual after incorporating a dozen 
additional housekeeping revisions. Until then I ask that you annotate your existing copy. 
The changes approved by the Board on July 5, 2005: 
Personnel Policy 7.9. Shared Leave Program-Change first sentence to read: "The 
Human Resources Director may authorize employees to donate  ....  " 
Personnel Policy 8.5, No Smoking Policy- In last sentence, ct1ange to read: "Smoking is 
also prohibited in County vehicles." MASON CQUNTY 
BOARD 
OF 
COMMISSIONERS 
1'' District 
LYNDA RING ERICKSON 
2•d District 
TIM SHELDON 
3'd District 
JAYNI L. KAMIN 
Mason County Building 1 
411 North Fifth Street 
Shelton, WA 98584-3400 
(360) 427-9670 ext. 419 
(360) 275-4467 ext. 419 
(360) 482-5269 ext. 419 
Fax (360) 427-8425 
January 12, 2006 
Dear Mason County Elected Officials, 
At the Mason  County Board  of Health  meeting  on  January  12,  2006,  the 
Board adopted tobacco policies in an effort to reduce tobacco use by county 
employees and Mason County residents due to its detrimental health effects. 
These policies support our efforts in making Mason County, 'The Healthiest 
County  in  the  State."  We are  preparing  a  news  release  to  the  media 
regarding these policies.  We want to notify you of  these changes. 
Policy  1:  Smoking  is  prohibited  on  county  owned,  leased,  or  operated 
property,  buildings,  and vehicles.  No smoking  in  buildings and vehicles is 
currently in effect.  The effective date for not smoking on property is Monday, 
May 15, 2006.  The Health  Department will  be forming  an  implementation 
team to  plan educational and support efforts for employees and the  public 
during this transition process.  If anyone from your department would like to 
participate in this process, please contact Heidi Iyaii at ext. 410. 
Policy 2: Effective immediately, there will be no smoking in county parks and 
·on· fairground property.  A community educational campaign will be prepared 
to notify the public of these changes. 
Policy 3:  Effective immediately, tobacco sales,  sampling,  advertising,  and 
sponsorship  is  prohibited  on  county  owned  or leased  property or during 
county-sponsored events. 
All facility use agreements and  appropriate community correspondence will 
need to  be updated to reflect these policy· changes.  If any Mason County 
employees  would  like  tobacCo  cessation· information  to  help  them  quit, 
please contact Beri Johnson ext. 545 or Heidi lyall'ext. 41 O; 
Please communicate these changes with your staff and thank you for your 
assistance.  · 
BOARD OF MASON COUNTY COMMISSIONERS 
.  - --£J-i!  -
,  c.ll.o~  St.  ..... a ~/11U ~m  ·. 
'LY"~ff-'---<+---.,i-k-s_o_n__  Tim Sheldon  ~ifn?l.  Ka~ \.-/ 
Commissioner  CommisE;ioner 
\\CLUSTERi_HOME_SERVER\HOME\CBCOMMON\DLZ\Letters\2006\No  Smoking  Policies 
to EO.doc RESOLUTION NO. Oftr oz_ 
AMENDING RESOLUTION  NO.~  148-99 TO AMEND CHAPTER 7.10 
TO THE MASON COUNTY PERSONNEL POLICIES 
WHEREAS,  RCW 36.32.120(6) states that the Board of County Commissioners 
have responsibility for the care of county property and the management of county funds 
and business; 
WHEREAS,  the Board of County Commissioners believes that uniform 
personnel policies are beneficial to county managers and employees; 
NOW, THEREBY, BE IT RESOLVED, that the Board of County 
Commissioners does hereby amend Chapter 7.10 {Attachment A) of  the Mason County 
Personnel Policies to delete Lincoln's Birthday and add a second Floating Holid.ay .  ott.  . 
SIGNED this  '?..-?..;.  qay of January, 2002. 
ATTEST: 
~/)~ 
Rebecca S.  Rogers, 01  rk of the Board 
REVIEWED AS TO FORM: 
BOARD OF COUNTY 
COMMISSIONERS 
Herb Baze, Commissioner. 
Bob H~lter, Cpmmissioner 
c:?t:Z~. 
on,  Prosecuting Attorney  .----.  · · Attachment  A 
7.10  HOLIDAYS 
The following are recognized as paid holidays for all regular full-time and part-time 
employees: 
Holiday 
NewYear'sDay 
Martin  Luther King's Birthday 
President's Day 
Memorial Day 
Independence Day 
Labor Day 
Veteran's Day 
· ThanksgivingDay 
Day after Thanksgiving 
Christmas Day 
2 Floating Holidays 
Day Observed 
January 1 
3rd Monday in January 
3rd Monday in February 
Last Monday in May 
July 4  . 
1st Monday i:n September 
November 11 
4th Thursday in  November 
Day after Thanksgiving 
December 25 
As scheduled with supervisor 
Any holiday falling on Saturday will be celebrated on the preceding Friday.  Any holiday 
falling on Sunday will be celebrated 011 the following Monday. 
Floating holidays must be used by the end of  the ~alendar  year or they will be forfeited. 
Non-exempt regular full-time or part-time employees will be given equivalent time off 
for any time worked on a holiday.  Such work on a holiday must be pre-authorized by the 
supervisor. 
Extra help employees will be paid at their regular straight-time rate for hours worked on a 
holiday.  ·  · RESOLUTION NO.  3 7-66 
A RESOLUTION AUTHORIZING A CHANGE TO PERSONNEL POLICY 7.1 
VACATION LEAVE 
WHEREAS, Mason County has amended the Vacation Leave Policy that is 
referred to in the Mason County Personnel Polices, Chapter 7.1; 
NOW, THEREFORE, The Board of  County Commissioners hereby resolves to 
amend Chapter 7.1  ofthe Mason County Personnel Policies, as follows: 
7.1  VACATIONLEAVE 
(Add to end of policy): In order to attract and retain employees in hard-to-fill 
positions, the Board of County Commissioners may grant an exception to the 
accrual rate and/or date of eligibility for use. 
ADOPTED this  9th  day of  May 2006. 
BOARD OF COUNTY CO:MMISSIONERS 
ATTEST: 
~.;<)~ 
Rebecca S. Rogers 
Clerk of  the Board 
APPROVED AS TO FORM: 
Tim Sheldon, Commissioner 7.1  VACATIONLEAVE 
Each regular full-time employee shall accme paid vacation leave as follows: 
Years of  Continuous Service 
1-3  years 
4-7  years 
8-9 years 
10-11 years 
12-14 years 
15-16 years 
17-19 years 
20 or more years 
Vacation Days Earned 
12 days per year 
15 days per year 
18 days per year 
20 days per year 
22 days per year 
23  days per year 
24 days per year 
25 days per year 
All new employees must satisfactorily complete their trial period to be entitled to the 
accrual and use of  vacation leave.  Regular part-time employees will receive vacation on 
a pro-rata basis.  Extra help employees are not eligible for any vacation benefits. 
Employees do not accrue vacation benefits during a leave without pay. 
Regular full-time employees must work, or be in a paid status, at least ninety (90) eighty 
ili..Ql hours in a month to accrue vacation for the month.  Regular part-time employees 
must work, or be in a paid status, at least in the same proportion to ninety (90) eighty (80) 
hours as their regular hours are to full-time employment to accrue vacation for that the 
month. 
The first day of  the month of  hire shall be the effective date of  subsequent increases in 
the vacation accrual rate for employees hired between the first and the fifteenth of  the 
month.  The first day of  the month following the month ofhire shall be the effective date 
of  subsequent increases in the vacation accrual rate for employees hired between the 
sixteenth and the last day of  the month. 
Each depa1iment is responsible for scheduling its employees' vacations without undue 
disruption of department operations.  Leave requests shall normally be submitted at least 
two weeks prior to taking vacation leave. 
The maximum number of  vacation days which may be accrued is fifty (50) days.  Any 
vacation  days earned beyond fifty (50) days shall be forfeited.  Employees will be paid 
for unused vacation time upon termination of  employment, except in the case of 
tem1ination during the first six months of  employment.  Employees who resign their 
position to assume an Elected Office v.rill be paid for lmused vacation time upon 
termination of  employment. 
Revised 5-07-06 In order to attract and retain employees in hard-to-fill positions, the Board of  County 
Commissioners may _grant an exception to the accrual rate and/or date of eligibility for 
use. 
Revised 5-07-06 RESOLUTION NO.  (pf"' ~ 
A RESOLUTION AUTHORIZING A CHANGE TO PERSONNEL POLICY 5.2 
EMPLOYEE PAY RATES 
WHEREAS, Mason County has amended the Employee Pay Rates Policy that is 
referred to in the Mason County Personnel Polices, Chapter 5.2; 
NOW, THEREFORE, The Board of  County Commissioners hereby resolves to 
amend Chapter 5.2 of  the Mason County Personnel Policies, as follows: 
5.2  EMPLOYEE PAY RATES 
Change first sentence of paragraph 6 to read: 
Any current employee who accepts a position in another county office or 
department (that is, a position under a different Elected Official or Department 
Head) and that position is of a higher classification and salary range than the 
employee's current position, will preferably be placed on the step which results in 
a 5% increase over the employee's current salary.  In the event that the Elected 
-----~effieiat-er--Bepartmeflt--Heacl-deter-mffies-t-ftat--s-i§flfflc---affi-tfaffi-ifl§-fs-fleecleEI-f-er-tf11e----­
employee in the new position, the Elected Official or Department head may offer 
the position at any step in the higher classification and salary range. 
ADOPTED this~  day of  June 2006. 
BOARD OF COUNTY COMMISSIONERS 
ATTEST: 
Lynda Ring Erickson, Chairperson 
APPROVED AS TO FORM: 
Tim Sheldon, Commissioner 
Revised June 20, 2006 Resolution No.  V4'-D~ 
A resolution amending Chapter 5.3 of  the Mason County Personnel Policy-
Paydays 
WHEREAS, Mason County has implemented semi-monthly payroll and payroll direct deposit 
effective January 2008; 
WHEREAS the new paydays will be the 10th and 25th of each month with the exception of  January 
2008 which will have only one payday on January 25, 2008 due to the necessary lag trme to 
Implement the new payroll; 
WHEREAS because of the necessary lag time the County has authorized a one-time optional draw 
check to be issued on January 15, 2008 that can include the cash-in of up to three days of 
vacation hours or 2008 personal holiday hours (any combination not to exceed three days); 
NOW, THEREFORE BE IT RESOLVED by the Board of Mason County Commissioners to amend 
Chapter 5.2 Paydays of the Mason County Personnel Policies as follows: 
County employees are paid semi-monthly on the 10th and 25th of each month and the payroll will 
be a direct deposit into the bank of the e·mployee's choice:  If  a regularly scheduled payday falls 
on Saturday or Sunday, payroll will be a direct deposit on Friday.  If  a regularly scheduled payday 
falls on a holiday, payroll will be a direct deposit on the last regular work day prior to the holiday. 
This is effective January 1, 2008. 
Dated this gth day of January, 2008. 
ATIEST: 
J:\New Resolutions\Payday change.doc 
BOARD OF COUNlY COMMISSIONERS 
MASON COUNTY1 WASHINGTON 
Ring Erickson, Com· .  i sioner 
~ RESOLUTION  NO.  2  'S  ~ 10 
AMENDING  RESOLUTION  NO.  95~04 
AUTHORIZING  A  CHANGE  TO  MASON  COUNTY  PERSONNEL  POLICIES 
WHEREAS, the Board of County Commissioners has determined that certain 
changes in the Mason County Personnel Policies should be made: 
NOW, THEREFORE  BE  IT RESOLVED  that the Board of County 
Commissioners does hereby amend the Mason County Personnel Policies by changing  · 
Chapter 5.7 (Attachment A) and Chapter 7.2 (Attachment B). 
I' 
Approved  this  /6  day of April2010 
ATTEST: 
\ 
c:  Financial Services, Payroll 
Human Resources 
All Elected Officials and Department Heads ATTACHMENT  A 
5.7  COMPENSATION UPON TERMINATION 
When an employee's employment with the County is terminated, the employee will receive the 
following compensation on the next regularly scheduled payday: 
(1)  Regular wages for all hours worked up to the time of  termination which have not 
already been paid. 
(2)  Any overtime, compensatory time, or holiday pay due. 
(3)  A lump sum payment for accrued but unused vacation leave, provided the 
employee has completed six (6) months of  employment. 
(  4)  A hunp sum payment for accrued but unused sick leave for eligible employees 
hired prior to Apri113, 2010 (see Chapter 7.2 for eligibility requirements) 
Terminating employees entitled to payment of  accrued leave time, or in the case of Sheriffs 
Depm.tment employees "banked holiday time", may request payment for such time in. scheduled 
payments rather than a lUlllp sum.  Scheduled payments require a minimUlllleave accrual of 
$10,000 and monthly payments of $500 or more per month.  The employee must agree to the 
conditions of  the County as outlined in the scheduled payments request fmm. ATTACHMENT  B 
7.2  SICKLEAVE 
All regular full-time employees accrue sick leave benefits at the rate of  one (1) day for each 
calendax month of  continuous employment.  Regular part-time employees may accrue sick leave 
benefits on a pro-rata basis according to homs worked.  The maximum accumulation of  unused 
sick leave is one hundred fifty (150) days, except for LEOFF I employees whose maximum 
accmnulation shall not exceed twelve (12) days.  LEOFF I employees whose sick leave accrual 
exceeds twelve (12) days, as of  the adoption of  this policy, shall keep the excess days but shall 
not eam additional sick leave until such time as their accrual is less than twelve (12) days.  Extra 
help employees do not earn sick leave benefits.  Employees do not accrue sick leave benefits 
during a leave ·without pay. 
Regulax full-time employees must work, or be in a paid status, at least eighty (80) hours in a 
month to accrue sick leave for the month.  Regular part-time employees must work, or be in a 
paid status, at least in the san1e proportion to eight)' (80) hours as their regular hours are to full-
time employment to accme sick leave for that the month. 
Allowable Uses of  Sick Leave: Sick leave covers those situations in which an employee is 
unable to work due to: 
(1) 
(2) 
(3) 
(4) 
(5) 
(6) 
(7) 
Employee's own health condition (illness, injury, physical or mental disability, 
including disability due to pregnancy or childbirth). 
The need to care for the employee's child under the age of 18 with a health 
condition that requires treatment or supervision, or to care for the employee's 
spouse, parent, parent-in-law, or grandparent who has a serious health condition 
or an emergency condition.  · 
Medical or dental appointments for the employee or dependent child, provided 
that the employee must make a reasonable effort to schedule such appointments at 
times which have the least interference with the work day; 
The need to care for a spouse, parent, or child of  the employee who is ill or 
injured and requires the presence of  the employee, except that no more than five 
(  5) days of  sick leave may be taken for any occurrence unless the condition of  the 
spouse, parent or child would qualify the employee for FMLA leave. 
Exposure to a contagious disease where on-the-job presence of  the employee 
would jeopardize the health of  others. 
Use of  a prescription drug which impairs job performance or safety. 
Additional leave, up to two (2) days, beyond bereavement leave for a death in  the 
i1m11ediate family may be authorized by the Board. 
A doctor's certificate may be required when an employee is absent for a period in excess of  three 
(3) days or when a pattern of  sick leave use indicates possible sick leave abuse.  To the extent 
allowed by law, the County may also request the opinion of  a second doctor at the County's ATTACHMENT B (continued) 
expense to determine whether the employee suffers fi:om a chronic physical or mental condition 
which impairs his/her ability to perform the job. 
Employees who exhaust all their accumulated sick leave and require more time off  work due to 
illness or injury may request approval for leave without pay from their Elected Official or 
Department Head. (See Leave Without Pay Policy.) 
Payment for unused sick leave shall be made only in the.following circumstances: 
(1)  Upon termination of  employment with fifteen (15) years of  continuous 
service \vith Mason County, and the employee's hire date was prior to 
Aprill3, 2010. 
(2)  Upon termination of  employment with Mason County when the 
termination is contemporaneous with retirement fi:om the applicable 
Washington State Publ:ic Employees Retirement System, and the employee was 
hired prior to April13, 2010 with continuous service. 
(3)  Upon the death of  an employee, in which case payment shall be made to 
his/her estate, :Qrovided the employee was hired prior to Aprill3, 2010. 
Terminating employees who are not eligible for payment of  unused sick leave shall forfeit all 
sick leave accmal, with exception of employees who terminate employment to become an 
Elected Official of Mason County prior to the adoption of  this policy. Resolution No. 
Rescinding Resolution No.739 and Resolution No.  132-85 
And Rescinding Mason County Code Chapter 3.36 Advance Travel Expense Fund 
Whereas, there is established an Advance Travel Expense Ftmd pursuant to RCW 42.24.120 
through 42.24.160, which is authorized solely for the purpose of  making advances for travel 
expenses or' such officers or employees and specifically to defray necessary costs while 
performing his/her official duty. 
Whereas, travel policies approved by the Mason County Board of County Commissioners and 
included in the Mason County Personnel Policy have made the use of the Advance Travel 
Expense Fund obsolete. 
Whereas, Resolution No.132-85 set the amount of moneys provided to and subsequently 
accountable for in the Advance Travel Expense Fund at $7,000.00. 
Now therefore, the Mason County Board of County Commissioner's hereby rescinds Resolution 
739 and Resolution No.  132-85 and Chapter 3.36 of the Mason County Code and the Mason 
County Treasurer is hereby ordered to collect all outstanding Advance Travel balances, and close 
the Advance Travel Expense fund as of December 31,2012 and transfer such fund balance to the 
Mason County Current Expense fund. 
ATTEST TO: 
~~~1~G~o~t~ld~y~,-+~~~~~----
2. 
Tim Sheldon, Commissioner 
Timothy Whitehead, Chief Deputy Prosecuting Attorney MASON COUNTY TRAVEl POLICY  Attachment A 
PersonneL Policy Chapter 5.5 
Mason County recognizes that out of town travel and related business expenses can be an 
integral and necessary component of the operation of local government.  This policy is 
intended to establish equitable standards and to provide consistent and fair treatment to 
all employees who incur such expenses.  It  is also intended to establish and maintain 
effective controls over those expenses. 
County officials (department heads and elected officials) and County employees are 
expected to exercise prudent judgment when incurring travel expenses on behalf of the 
County doing official County business.  The failure of employees to follow this policy, or 
incur excessive expenses, may be cause for disciplinary action.  Non business related 
expenses and/or expenses not made in accordance with this policy will not be approved 
or reimbursed. 
All travel and associated expenses must be approved in advance by the department head 
or elected official.  Employees will be reimbursed for reasonable and customary expenses 
actually incurred in connection with doing business on behalf of the County.  These may 
include: meals, lodging, transportation and other necessary expenses while away from the 
office.  These expenses may not include: alcoholic beverages; tobacco; tips exceeding 15%; 
meals, lodging or transportation provided for the employee by an outside entity as part of 
the employees participation; any expenses for a person(s) traveling with the employee; any 
expenses incurred that are not in connection with the business of the County 
All requests for payment of travel must be submitted to the Auditor's Financial Services 
department on forms approved and provided by the Auditor.  All required documentation 
must also be submitted on the approved travel document form.  Required travel documents 
include all itemized receipts, conference/seminar agendas, and all proof of costs incurred 
while doing business on behalf of the County.  Travel documents should be presented to the 
Auditor's Financial Services department in the month the charges occur. 
If an employee chooses to travel to a destination in advance of the necessary time for arrival, 
or remain at the destination following the official dosing of the event, there will be no 
additional per diem, lodging or miscellaneous expenses paid to the employee. 
All requests for payment must be signed by the department head or elected official and the 
employee that is  requesting reimbursement.  An employee may not request reimbursement 
on behalf of another employee. 
If an employee is compensated by an outside entity for any travel costs while traveling on 
behalf of Mason County, the employee will deposit those funds with the Mason County 
Treasurer.  The employee will provide the Auditor's Financial Services department with a 
copy of the Treasurer's deposit receipt and a detail of the expenses covered. 
Any member of a board, committee or commission that is  not a Mason County employee, 
but is an appointed member to do business on behalf of Mason County is subject to all 
travel rules and documentation noted herein. 
cbcommon/personnel policy/Revised Travel- Chpt 5.5 November 2012 PER DIEM (meal reimbursement) 
All requested meal reimbursement must have a detailed receipt.  Meals will be reimbursed, 
minus any alcohol or a tip exceeding 15%, using the Washington State Office of Financial 
Management (OFM)  per diem rates and, for out of state travel, the U.S.  General Services 
Administration (GSA)  per diem rates.  The meals will be reimbursed up to the allowable 
rate for the area and meal on those rate maps.  Per diem will be reduced for any meals 
provided through conference registration, seminars or similar events.  Reimbursement will 
not be made if the employee chooses not to eat the meal provided and eats elsewhere. 
Single Day Per Diem (meal reimbursement): 
Single day per diem occurs when no overnight stay is  required.  Single day meal 
reimbursements are considered to be taxable wages according to the IRS and will be 
included as gross taxable income of the employee.  An  employee must use the single day 
per diem form and include it with their payroll timesheet information.  The department 
supervisor will forward the per diem form to the Auditor's Financial Services department. 
The meal will be added to their taxable gross wages and taxed accordingly. 
Per Diem (meal reimbursement) while in overnight travel status: 
If an overnight stay is  required, per diem will be based on either OFM  (in state) or GSA 
(out of state) rates for each day the employee is  in full travel status.  The per diem rate will 
be based on the location the employee is  in for that meal.  On days of departure and return 
an employee will apply the Three Hour Rule (see rule below). 
Three Hour Rule for per diem (meal reimbursement): 
If an employee is  in travel status for three hours beyond their regular work schedule for a 
single day, they may receive meal reimbursement.  The three hours may consist of hours 
occurring before, after or a combination of both before and after the employee's regular 
work schedule for the day.  The employee may not stop for a meal just to meet the three 
hour rule. 
Special Circumstances: 
During emergency situations such as, but not limited to, initial crime scene investigations, 
major crimes, emergency weather situation, natural disasters, etc, when employees are 
working extended hours and stopping for a meal break could worsen the emergency or 
increase costs to the County, departments may provide an on-scene meal of nominaL cost. 
A detailed receipt, including names of all employees/volunteers involved, must be provided. 
All receipts and pertinent information involving the emergency situation must be included 
on the claim for payment voucher submitted to the Auditor's Financial Services department. 
An employee may not claim a per diem meaL reimbursement if their County department 
is also submitting a claim for payment voucher for the same incident. 
LODGING 
All Lodging is to be reserved using a government, or most economical, rate whenever 
possible.  County credit cards may be used to secure lodging for a County employee. 
Reimbursement for lodging is allowed when the temporary duty station is  located more 
cbcommon/personnel policy/Revised Travel- Chpt 5.5 November 2012 than fifty (50) miles, using the most direct route, of the closer of either the traveler's 
official residence or official work station. 
Reimbursement will be made for the actual lodging expense and any applicable taxes.  If 
there are additional charges for a person(s) traveling with the employee, who is not traveling 
on behalf of County business, the employee is  responsible for all charges for that additional 
person(s) and it will not be reimbursed.  An itemized statement is  required for all charges. 
If an employee shares an accommodation with another employee or an employee of 
another entity who is attending the same event, an equal share of the double room rate 
will be paid on behalf of the Mason County employee.  Each employee must submit an 
original invoice showing the lodging charge for their portion of the room rate. 
Not eligible for reimbursement on a lodging receipt are, but not limited to: laundry services; 
valet service; entertainment expenses; athletic room (gym) charges, internet charges (unless 
required by their supervisor). 
TRANSPORTATION 
Any employee driving a vehicle (either County car or personal vehicle) must have and must 
be able to provide proof of valid car insurance. 
Employees are encouraged to reserve and use a pool car from ER&R as much as possible. 
All county vehicles shall be used in accordance with Mason County ER&R use policy. 
If a personal vehicle is  used, the mileage will be based on the current IRS standard POV rate. 
Mileage will be prohibited for normal travel between the usual place of business and 
employee's main place of residence.  When traveling on behalf of the County, mileage will 
be paid from either the official work station or the employee's main residence, whichever 
is the closer and most direct route of the two, to the travel destination. 
Mileage shall not exceed what the sum of a round trip coach airfare from a common carrier, 
any needed local ground transportation and other related costs for that destination. 
Airfare (coach rate), car rentals, trains, ferry, tolls, shuttle/taxi, etc will be reimbursed with a 
receipt and paid at actual costs. Personal travel insurance will not be reimbursed.  Tickets 
purchased with an employee's individual frequent flyer miles will not be reimbursed. 
References: IRS,  OFM  SAAM  rules, SAO  BARS  manual, County resolutions: #37-07 & #150-07 
cbcommon/personnel policy/Revised Travel- Chpt 5.5 November 2012 RESOLUTION NO.------=--"----" 
DELETING CHAPTER 5.5 AND REPLACING CHAPTER 5.6 OF THE  MASON 
COUNTY PERSONNEL POLICIES FOR TRAVEL EXPENSES 
WHEREAS, out of  town travel and related business expenses are an integral and 
necessary component of  the operation of  local government; 
WHEREAS, Mason County's travel policies need to be updated to comply with the rules 
ofthe Washington State Auditor's BARS manual, Internal Revenue Service, Washington 
State Office of  Financial Management (OFM) and US General Services Administration 
(GSA); 
NOW, THEREFORE BE IT RESOLVED, by the Mason County Commissioners to 
delete Chapter 5.5 and replace Chapter 5.6 with the amended Travel Policy (Attachment 
A) of  the Mason Cmmty Personnel Policies. 
DATED this  ...  day ofNovember, 2012. 
ATTEST: 
c:  All Mason Cow1ty Departments 
BOARD OF COUNTY COMMISSIONERS 
MASON COUNTY, WASHINGTON 
Tim S  eldon, Commissioner 
1:\Zoren\Resolulion- amend travel policies in Personnel Policy.doc MASON COUNTY TRAVEL POLICY  Attachment A 
Personnel Policy Chapter 5.5 
Mason County recognizes that out of town travel and related business expenses can be an 
integral and necessary component of the operatlon of local government.  This  policy is 
intended to establish equitable standards and to provide consistent and fair treatment to 
all employees who incur such expenses.  It  is also intended to establish and maintain 
effective controls over those expenses. 
County officials (department heads and elected offidals) and County employees are 
expected to exerclse prudent judgment when incurring travel expenses on behalf of the 
County doing offidal County business.  The failure of employees to follow this policy, or 
incur excessive expenses/ may be cause for disdplinary action.  Non business related 
expenses and/or expenses not made in  accordance with this policy will not be approved 
or reimbursed. 
All travel and assodated expenses must be approved in  advance by the department head 
or elected official.  Employees will be reimbursed for reasonable and customary expenses 
actually incurred in  connection with doing business on behalf of the County.  These may 
include: meals, lodging/ transportation and other necessary expenses whlle away from the 
office.  These expenses may not include: alcoholic beverages; tobacco; tips exceeding 15%; 
meals/ lodging or transportation provided for the employee by an outside entity as part of 
the employees participation; any expenses for a person(s) traveling with the employee; any 
expenses incurred that are not in  connection with the business of the County 
All  requests for payment of travel must be submitted to the Auditor's Finandal Services 
department on forms approved and provided by the Auditor.  All required documentation 
must also be submitted on the approved travel document form.  Required travel documents 
include all itemized receipts, conference/seminar agendas/ and all proof of costs incurred 
while doing business on behalf of the County.  Travel documents should be presented to the 
Auditor's Financial Services department in the month the charges occur. 
If an employee chooses to travel to a destination in advance of the necessary time for arrival/ 
or remain at the destination following the official closing of the event, there will be no 
additional per diem, lodging or miscellaneous expenses paid to the employee. 
All  requests for payment must be signed by the department head or elected official and the 
employee that is  requesting reimbursement.  An  employee may not request reimbursement 
on behalf of another employee. 
If an employee is compensated by an outside entity for any travel costs while travellng on 
behalf of Mason County, the employee will deposit those funds with the Mason County 
Treasurer.  The employee will provide the Auditor's Financial Services department with a 
copy of the Treasurer's deposit receipt and a detail of the expenses covered. 
Any  member of a board, committee or commission that is  not a Mason County employee/ 
but is  an appointed member to do  business on behalf of Mason County is subject to all 
travel rules and documentation noted herein. 
cbcommon/personnel policy/Revised Travel- Chpt 5.5 November 2012 PER DIEM  (meal reimbursement) 
All requested meal reimbursement must have a detalled receipt.  Meals will be reimbursed, 
minus any alcohol or a tip exceeding 15%, using the Washington State Office of Financial 
Management (OFM)  per diem rates and, for out of state travel, the U.S. General Services 
Administration (GSA)  per diem rates.  The meals will be reimbursed up to the allowable 
rate for the area and meal on those rate maps.  Per diem will be reduced for any meals 
provided through conference registration, seminars or similar events.  Reimbursement will 
not be made if the employee chooses not to eat the meal provided and eats elsewhere. 
Single Day Per Diem (meal reimbursement): 
Single day per diem occurs when no overnight stay is  required.  Single day meal 
t·eimbursements are considered to be taxable wages according to the IRS  and will be 
included as gross taxable income of the employee.  An  employee must use the single day 
per diem form and include it with their payroll timesheet information.  The department 
supervisor will forward the per diem form to the Auditor's Financial Services department. 
The  meal will be added to their taxable gross wages and taxed accordingly. 
Per Diem (meal reimbursement) while in overnight travel status: 
If an overnight stay is  required, per diem will be  based on either OFM  (in state) or GSA 
(out of state) rates for each day the employee is  in full travel status.  The  per diem rate will 
be based on the locatlon the employee is  in for that meal.  On days of departure and  return 
an  employee will apply the Three Hour Rule (see rule below). 
Three Hour Rule for per diem (meal reimbursement): 
If an employee is  in travel status for three hours beyond their regular work schedule for a 
single day, they may receive meal reimbursement  The three hours may consist of hours 
occurring before, after or a combination of both before and after the employee's regular 
work schedule for the day.  The employee may not stop for a meal just to meet the three 
hou1·  rule. 
Special Circumstances: 
During emergency situations such as,  but not limited to, initial crime scene investlgations, 
major crimes, emergency weather situation, natural disasters, etc, when employees are 
working extended hours and stopping for a meal break could worsen the emergency or 
increase costs to the County, departments may provide an on-scene meal of nominal cost. 
A detailed receipt, including names of all employees/volunteers involved, must be provided. 
All receipts and pertinent information involving the emergency situation must be included 
on the claim for payment voucher submitted tothe Auditor's Financial Services department. 
An  employee may not claim a per diem meal reimbursement if their County department 
is  also submittlng a claim for payment voucher for the same incident. 
LODGING 
All lodging is to be reserved using a government, or most economical, rate whenever 
possible.  County credit cards may be  used to secure lodging for a County employee. 
Reimbursement for lodging is allowed when the temporary duty statlon is  located more 
cbcommon/personnel policy/Revised Travel- Chpt 5.5  November 2012 than fifty  (50)  miles,  using the most direct route/ of the closer of either the traveler's 
officlal residence or offlclal work station. 
Reimbursement will be made for the actual lodging expense and any applicable taxes.  If 
there are additional charges for a person(s) traveling with the employee/ who is  not traveling 
on behalf of County business, the employee is  responsible for all charges for that additional 
person(s) and it will not be reimbursed.  An  itemized statement is  required for all charges. 
If an employee shares an accommodation with another employee or an employee of 
another entity who is attending the same event, an equal share of the double room rate 
will be paid on behalf of the Mason County employee.  Each employee must submit an 
original invoice showing the lodging charge for their portion of the room rate. 
Not eligible for reimbursement on a lodging receipt are,  but not limited to: laundry services; 
valet service; entertainment expenses; athletic room (gym) charges, internet charges (unless 
required by their supervisor). 
TRANSPORTATION 
Any employee driving a vehicle (either County car or personal vehicle) must have and must 
be able to provide proof ofvalid car insurance. 
Employees are encouraged to reserve and use a pool car from  ER&R as much as  possible. 
All county vehicles shall be used  in  accordance with  Mason County ER&R use policy. 
If a personal vehicle is used/ the mileage will be based on the current IRS standard POV rate. 
Mileage will be prohibited for normal travel between the usual place of business and 
employee's main place of residence.  When traveling on behalf of the County/ mileage will 
be paid from either the official work station or the employee's main residence, whichever 
is  the closer and most direct route of the two/ to the travel destination. 
Mileage shall not exceed what the sum of a round trip coach airfare from a common carrier/ 
any needed local ground transportation and other related costs for that destination. 
Airfare (coach rate), car rentals, trains/ ferry/ tolls/ shuttle/taxi/ etc will be reimbursed with a 
receipt and paid at actual costs. Personal travel insurance will not be reimbursed.  Tickets 
purchased with an employee's individual frequent flyer miles will not be reimbursed. 
References: IRS/  OFM  SAAM  rules,  SAO  BARS  manual, County resolutions: #37-07 & #150-07 
cbcommon/personnel policy/Revised Travel- Chpt 5.5 November 2012 